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Table of Contents - Page 2 of the Table of Contents has been revised to reletter
items under 201.1. Page 4 of the Table of Contents has been revised to include a
new section on TANF Match Payments. Page 5 of the Table of Contents reflects
the new Interim Reporting Requirement.

When the TANF Manual was posted online, tables of contents were added to
Chapters 100 — 900, and the Procedures Section Introduction was updated. These
pages are included in this transmittal to match the online version of the TANF
Manual.

60-Month Time Limit — Policy requires that TANF assistance received while
residing in another state be counted when determining the number of months
remaining on an individual’s federal 60-month clock. Section 201.1, page 3a,
clarifies what information should be requested when contacting another state to
obtain this information. The information received must then be recorded in
ADAPT. This section also clarifies which months to count when responding to a
request from another state concerning months of TANF received while in Virginia.

Verifying Social Security Numbers — Policy at 201.8, pages 1 and 1b, revises the
verification policy for Social Security numbers. Agencies must verify the number
through SVES instead of IEVS.

Disregarded Vehicles — Policy at Sections 303.2. B, page 1a, 303.6. Z, page 7, and
Procedures Section V, page 2, have been amended to allow for program
simplification. Assistance units may have one vehicle that is totally disregarded in
the eligibility determination. Additional vehicles must be evaluated for equity
exceeding $1,500 or Fair Market Value exceeding $7,500, as appropriate. The last
two paragraphs on 303.3, page 1d, have been deleted in light of how policy now
requires additional vehicles to be evaluated.

Hold Harmless Payments — Hold harmless policy will expire August 31, 2003. All
TANF assistance units who have current support greater than $50 paid to the
Division of Child Support Enforcement will receive a TANF Match Payment,
removing the necessity for a hold harmless payment. An expiration date of August
31, 2003, has been assigned to this policy. The expiration date has been added to
Sections 304.1, page 1a; 502.1, page 1; and Procedures Section VI, page 1.

Interest Payments [Less Than $10 a Month — Sections 305.4.A.42, page 24b,
305.4.G.6, page 44, and Procedures Section VII, page 10, have been amended for
program simplification. Interest received in a month of less than $10 is disregarded.

Contributions in Kind — Policy at Section 602.3.B and D, page 2, have been revised
to remove two references: 305.4.E and 305.4.H, that were not removed when
Contributions in Kind policy was deleted in Transmittal 21.
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Veterans Benefit Disregard — In Sections 303.6.CC, page 7, and 305.4.A.44, page
24b, a disregard has been added regarding veterans benefits for children born with
spina bifida. These children are natural children of individuals who served in
Vietnam during the period beginning January 9, 1962, and ending May 7, 1975.
This income is to be exempted in ADAPT as other unearned income.

Self-Employment Expenses — In Section 305.3, page 14, items A. 2 a) and b) have
been deleted to bring TANF policy in line with Food Stamp self-employment
policy. Payments on the principal of, and loans for, capital assets as well as the
principal and interest on loans for capital improvements of real property are now
allowable as a business expense.

Individual Development Accounts — Policy in Sections 303.3.J, page 1c, and
305.4.G.6, page 44, have been revised as a result of amendments to the Assets for
Independence Act (AFIA). Funds deposited in AFIA accounts and interest accrued
must now be disregarded in determining eligibility and benefit amount.

Ricky Ray Hemophilia Relief Fund Payments - The Ricky Ray Hemophilia Relief
Act of 1998 established a fund from which one-time payments of $100,000 are
made to individuals who acquired an HIV infection through perinatal transmission
from a parent and has any form of blood-clotting disorder, such as hemophilia, any
time between July 1, 1982, and December 31, 1987. If the individual is deceased,
the payment may be made to a relative of the individual. The payments, which are
disbursed by the Secretary of Health and Human Services, must not be included as
income or resources for purposes of determining eligibility to receive TANF. This
change has been added in Sections 303.6.BB, page 7, and 305.4.A.45, page 24b.
This income is to be exempted in ADAPT as other unearned income.

Workforce Investment Act (WIA) — In Sections 303.6.DD, page 7a, and
305.4.A.46, page 24b, policy has been added that allowances, earnings, and
payments received by individuals participating in programs under Title I of the
WIA are not considered as income for purposes of determining eligibility for and
the amount of TANF.

TANF Match Payments — Effective July 1, 2003, the State Department of Social
Services must provide to recipients of TANF cash assistance a monthly TANF
supplement in an amount equal to the current child support collected by the
Division of Child Support Enforcement, less the $50 disregard payment. The
TANF child support supplement will be paid two months following collection of the
child support payment(s) used to determine the amount of the supplement.
September 2003 will be the first month the supplement will be paid. TANF
supplements for child support collected will be combined with recipients’ monthly
TANF payments and issued in one check.
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Policy regarding TANF Match Payments is contained in Sections:

303.6, page 7; 304 .4, page 2; 305.4, page 24b;
305.4, page 39 —42;  Section 305, Appendix 3, page 2;

401.4, page 7a; 401.4, page 9; 401.5, page 13, item v;
502.1.A, page 1; 502.5.A 4, 4a; 503.7, page 2c;

602.1, page 1; 602.5, A., pages 4 -5; 901.7, page 8;

Chapter 900, Appendix 1, page 1; Chapter 900, Appendix 2, page 1; and
Chapter 1000, page 35.

In 602.5.A, page 4, a reference to disbursements of excess support collected has
been deleted, as the Division of Child Support Enforcement no longer makes these
payments.

Remainder Interest Table — Policy at Section 303, Appendix 1, page 2, corrects the
remainder interest amount for age 48.

Reporting Requirements — Effective July 1, 2003, the Food Stamp Program will
implement a federal option that simplifies reporting requirements. As a part of the
Department’s efforts to align program policies, the changes made to reporting
requirements and renewal periods in food stamps have also been made in TANF.
Under the option, assistance units must report only a change of address and if
income exceeds gross income limits. Procedures remain in effect for local agency
actions to reflect a change regardless of whether or not the change was required to
be reported.

TANTF recipients will be assigned year long certification/renewal periods with
completion of an Interim Report Form required in the sixth month in order for the
local agency to determine eligibility for the remainder of the renewal period. The
new renewal time frames will be phased in as applications are approved and cases
renewed on or after July 1, 2003, but no later than December 31, 2003. Interim
Report forms will be mailed from the State Department of Social Services
beginning in November 2003. If the Interim Report Form is not returned or is not
returned timely, the local agency must follow-up using the Interim Report —
Request for Action Form to follow-up. Local agencies will be notified when these
forms are available.

Certain groups of recipients are exempted from the reporting requirements,
including the elderly (age 60 or over), disabled, homeless, and migrants. A field
has been added to the AEREDT screen in ADAPT that will identify cases subject to
interim reporting. Policy changes related to reporting requirements are in Sections
305.1.D and F, pages 9 — 11; 401.2.B.2, pages 2a — 2d; Section 401.3, pages 4 — 7,
10, and 10a.

VIEW Forms — Minor revisions have been made in Chapter 1000, Appendix A, to
the Table of Contents and the forms and instructions on pages 1, 8 — 12, and 15 —
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23. The pages were updated to remove references to obsolete information, make
minor corrections, and repaginate the section. No significant changes were made to
the forms or instructions.

Supportive Services — Policy at Chapter 1000, page 16, adds wording to allow
supportive services for VIEW participants who have been convicted of an
Intentional Program violation.

Expiration of Transitional Medicaid — Transitional Medicaid (TM) coverage for
former VIEW participants expires June 30, 2003. TM was implemented in
conjunction with the Virginia Independence Program (VIP)-VIEW waivers to
provide up to 12 months of extended Medicaid when TANF benefits were
terminated. Effective July 1, 2003, VIEW participants whose TANF benefits are
terminated will be evaluated for eligibility for Low Income Families with Children
(LIFC) or Medicaid extension coverage. Medicaid received by TANF cases closed
on or after July 1, 2003, will not be counted in establishing the 24-month period of
ineligibility. However, months in which Transitional Medicaid was received prior
to July 1, 2003, must still be counted. This change is reflected in Sections 901.13
and Chapter 1000, pages 14 and 66.

Index — Pages 7 — 9 have been updated to identify TANF match payments and
interim reporting sections of the manual.

Runover pages: 201.2 —201.3, pages 4a and 4b, 303.3, page 1d; 305.4, pages 25 and 43;
401.2, pages 2e and 2f; Procedures Section VI, page 2, and Index, page 7.

The transmittal pages are to be incorporated into the TANF Manual as follows:

Table of Contents, page 2, dated 7/03 (1 sheet), to replace Table of Contents, page 2, dated
4/03 (1 sheet).

Table of Contents, page 4, dated 7/03 (1 sheet), to replace Table of Contents, page 4, dated
3/00 (1 sheet).

Table of Contents, page 5, dated 7/03 (1 sheet), to replace Table of Contents, page 5,
dated 4/03 (1 sheet).

Chapter 100, Table of Contents, page 1, dated 7/03 (1 sheet), to be added at the front of
Chapter 100.

Chapter 200, Table of Contents, pages 1 - 2, dated 7/03 (2 sheets), to be added at the front
of Chapter 200.

Section 201.1 - 201.3, pages 3a — 4a, dated 7/03 (4 sheets), to replace Section 201.1 —
201.3, page 3a — 4a, dated 4/03 (3 sheets).
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Section 201.8, pages 1 and 1b, dated 7/03 (2 sheets), to replace Section 201.8, pages 1 and
1b, dated 3/00, (2 sheets).

Chapter 300, Table of Contents, pages 1 - 2, dated 7/03 (2 sheets), to be added at the front
of Chapter 300.

Section 303.2, page 1a, dated 7/03 (1 sheet), to replace Section 303.2, page 303.2, page la,
dated 10/99 (1 sheet).

Sections 303.2 - 303.3, pages 1c¢ — 1d, dated 7/03 (2 sheets), to replace Sections 303.2 -
303.3, pages lc — 1d, dated 6/01 (2 sheets).

Sections 303.6 — 303.7, pages 7 and 7a, dated 7/03 (2 sheets), to replace Sections 303.6 —
303.7, dated 10/02 and 7/95, respectively (2 sheets).

Section 303, Appendix 1, page 2, dated 7/03 (1 sheet), to replace Section 303, Appendix 1,
page 2, dated 1/95 (1sheet).

Sections 304.1- 304.4, pages 1a - 2, dated 7/03 (2 sheets), to replace Sections 304.1 —
304.4, pages la — 2, dated 7/91 and 4/03, respectively (2 sheets).

Section 305.1, pages 9 — 11, dated 7/03 (4 sheets), to replace Section 305.1, pages 9 — 11,
dated 3/00, 6/01, 7/93, and 7/00, respectively (4 sheets).

Section 305.3, pages 14 and 15, dated 7/03 (2 sheets), to replace Section 305.3, pages 14
and 15, dated 4/03 and 07/95, respectively (2 sheets).

Section 305.4, pages 24b - 25, dated 7/03 (2 sheets), to replace Section 305.4, pages 24b -
25, dated 10/00 and 4/98, respectively (2 sheets).

Section 305.4, pages 39 — 44, dated 7/03 (6 sheets) to replace Section 305.4, pages 39 — 44,
dated 10/02, 4/03, 4/03, 10/96, 10/96, 4/03, respectively (6 sheets).

Section 305, Appendix 3, page 2, dated 7/03 (1 sheet), to replace Section 305, Appendix 3,
page 2, dated 7/00 (1 sheet).

Chapter 400, Table of Contents, pages 1 - 2, dated 7/03 (2 sheets), to be added at the front
of Chapter 400.

Section 401.2, pages 2a — 2f, dated 7/03 (6 sheets), to replace Sections 401.2, pages 2a —
2f, dated 10/99, 3/00, 3/00, 10/99, 5/99, and 7/99, respectively (6 sheets).

Section 401.2 - 401.5, pages 4 — 10a, dated 7/03 (12 sheets), to replace Sections 401.2 —
401.5, pages 4 — 10 dated, 7/00, 7/00, 7/00, 5/99, 10/99, 10/99, 10/02, and 10/02,
respectively (8 sheets).
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Section 401.5 — 401.6, page 13, dated 7/03 (1 sheet), to replace 401.5 — 401.6, page 13,
dated 10/02 (1 sheet).

Chapter 500, Table of Contents, pages 1 - 2, dated 7/03 (2 sheets), to be added at the front
of Chapter 500.

Section 502.1, page 1, dated 7/03 (1 sheet), to replace Section 502.1, page 1, dated 7/00
(1 sheet).

Sections 502.4 — 502.5, page 4a, dated 7/03 (1 sheet), to replace Sections 502.4 — 502.5,
dated 10/00 (1 sheet).

Section 503.7, page 2c, dated 7/03 (1 sheet), to replace Section 503.7, dated 4/03 (1 sheet).

Chapter 600, Table of Contents, page 1, dated 7/03 (1 sheet), to be added at the front of
Chapter 600.

Sections 602.1 — 602.3, pages 1 and 2, dated 7/03 (2 sheets), to replace Sections 602.1 —
602.3, pages 1 and 2, dated 10/00 and 4/94, respectively (2 sheets).

Section 602.5, pages 4 and 5, dated 7/03 (2 sheets), to replace Section 602.5, pages 4 and
5, dated 4/98 and 7/94, respectively (2 sheets).

Chapter 700, Table of Contents, page 1, dated 7/03 (1 sheet), to be added at the front of
Chapter 700.

Chapter 800, Table of Contents, page 1, dated 7/03 (1 sheet), to be added at the front of
Chapter 800.

Chapter 900, Table of Contents, page 1, dated 7/03 (1 sheet), to be added at the front of
Chapter 900.

Sections 901.7 — 901.8, page 8, dated 7/03 (1 sheet), to replace Sections 901.7 — 901.8,
page 8, dated 7/00 (1 sheet).

Sections 901.13 — 901.14, page 11, dated 7/03 (1 sheet), to replace Sections 901.13 —
901.14, page 11, dated 1/03 (1 sheet).

Chapter 900, Appendix 1, page 1, dated 7/03 (1 sheet), to replace Chapter 900,
Appendix 1, page 1, dated 5/99 (1 sheet).

Chapter 900, Appendix 2, page 1, dated 7/03 (1 sheet), to replace Chapter 900,
Appendix 2, page 1, dated 4/03 (1 sheet).
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Chapter 1000, pages 15 - 16, dated 7/03 (2 sheets), to replace Chapter 1000, pages 15 - 16,
dated 4/03 and 10/00, respectively (2 sheets).

Chapter 1000, page 35, dated 7/03 (1 sheet), to replace Chapter 1000, page 35, dated 10/99
(1 sheet).

Chapter 1000, page 66, dated 7/03 (1 sheet), to replace Chapter 1000, page 35, dated 4/03
(1 sheet).

Chapter 1000, Appendix A, page 1, dated 7/03 (1 sheet), to replace Chapter 1000,
Appendix A, page 1, dated 4/03 (1 sheet).

Chapter 1000, Appendix A, pages 8 - 12, dated 7/03 (5 sheets), to replace Chapter 1000,
Appendix A, pages 8 — 12, dated 7/00, 7/99, 7/99, 7/99, and 7/99, respectively ( 5 sheets).

Chapter 1000, Appendix A, pages 15 — 23, dated 7/03 (9 pages), to replace Chapter 1000,
Appendix A, pages 15 — 23, dated 6/01, 7/99, 7/99, 7/99, 7/99, 7/99, 7/99, 7/99, and 7/99,
respectively (9 sheets).

Procedures Section, Introduction, page 1, dated 7/03 (1 sheet), to replace Procedures
Section, Introduction, page 1, dated 2/74 (1 sheet).

Procedures Section V, pages 2 and 3, dated 7/03 (2 sheets), to replace Procedures Section
V, pages 2 - 3, dated 5/99 and 8/02, respectively (2 sheets).

Procedures Section VI, pages 1 and 2, dated 7/03 (2 sheets), to replace Procedures
Section VI, pages 1 and 2, dated 7/00, 12/89, respectively (2 sheets).

Procedures Section VII, page 10, dated 7/03 (1 sheet), to replace Procedures Section VII,
page 10, dated 4/03 (1 sheet).

Index, pages 7- 9, dated 7/03, (3 sheets) to replace Index, pages 7- 9, dated 7/00, 10/00,

and 7/00, respectively (3 sheets).

S. Duke Storen, Director
Division of Benefit Programs
Attachment
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TANF MANUAL 7/03 Page 3a

E.

An individual convicted in state or federal court of a felony offense
for possession, use, or distribution of a controlled substance is
ineligible to receive TANF. The applicant must state, in writing,
whether he or any other required member of the assistance unit has been
convicted of such a crime. This restriction shall not apply if the
conviction is for conduct occurring on or before August 22, 1996.*

An individual is ineligible if he is:

1. fleeing to avoid prosecution or custody for a felony under the
laws of the place from which the individual flees; (Note: To be
considered “fleeing” an individual must have knowledge of an
outstanding warrant. An individual must have an opportunity to
document that he has fulfilled the requirements of the warrant) or

2. fleeing to avoid confinement after conviction for a felony under
the laws of the place from which the individual flees; or
3. in violation of a condition of probation or parole imposed under

federal or state law.*

SIXTY (60) MONTH LIMIT ON RECEIPT OF TANF - An assistance unit that
includes an adult who has received 60 months of assistance under TANF as
defined below, is not eligible for assistance.* "An assistance unit
that includes an adult" means an assistance unit where the adult's needs
are included in the grant or a case where the adult's needs are not
included in the grant but the adult is required to participate in VIEW.
(See 901.2.) The 60 months of TANF eligibility is an accumulated period
of time.

A month in which an individual received TANF benefits in another state
counts toward the 60-month limit. If an applicant states on the
application for TANF benefits that he received assistance in another
state, the eligibility worker must verify any TANF months to be counted
by contacting the appropriate state and recording those months in the
ADAPT system. Note: The effective date for TANF implementation will
vary from state to state. When contacting other states to verify the
number of months already accrued, the worker should request the number
of months counted by that state toward the 60-month limit. If contacted
by another state, the worker should provide the number of months
countable under Virginia’s TANF program since February 1, 1997. The
following website identifies each state’s contact person:
http://dpaweb.hss.state.ak.us/training/map/mapHTML.htm.

The following months of receipt of TANF in Virginia do not count toward
the 60 month limit:

1) Months in which no time is accrued on the assistance unit’s VIEW
clock, including months that a client is in inactive status on the
first of the month;

2) Months of receipt of Aid to Families with Dependent Children
(AFDC) . Thus, months of financial assistance received in Virginia
prior to February 1, 1997 do not count;

3) Any months that an individual receives assistance as a minor child

(not a caretaker):;

Public Law 104-193
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4) Months during which the adult lived on an Indian reservation or in
an Alaskan Native village if, during the month;
(a) at least 1,000 individuals were living on the reservation or
in the wvillage; and
(b) at least 50 per cent of the adults living on the reservation
or in the village were unemployed;
5) Mont hs in which the case was a "control" case. (Petersburg,

Portsnouth, Prince WIlliam Wse, and Lynchburg were research
sites for the VIP evaluation. Cases in these localities were
assigned a research or control status.)

Example 1: dient noved to Virginia 7/10/00 and subsequently applied
for TANF. She indicated receipt of TANF in North Carolina approxi mately
six months prior to this application. EWcontacts the |ocal agency in
North Carolina and verifies that client received TANF there from
February 1999 t hrough January 2000. The EWw || add February 1999

t hrough January 2000 to the 60-nmonth cl ock

Example 2: dient is participating in VIEWand her clock has run from
April 1999 through July 2000. On July 8, 2000 the VIEWworker placed
the client in inactive status. ESWplaces the client back in active
status on August 22, 2000. July will count as a nonth in the 24-nonth
[imt. August will not count because of the inactive status on the
first of the month. The count will resune with the nmonth of Septenber

Exanple 3: dient and her three children received 60 nonths of TANF
with the March 1, 2003 paynent. The TANF case was cl osed effective
March 31, 2003. On April 12, 2003 the client was incarcerated and her
three children nmoved in the grandnmot her’s househol d. The grandnot her
needed fi nancial assistance and applied for TANF on May 1, 2003. The
TANF application for the three children was approved on June 14, 2003.
The children are eligible because they now live with an adult who is not
i ncluded in the grant and does not have a 60-month clock. [If the
grandnot her becones financially needy and applies for herself, the 60-
month clock will begin to accrue.

201.2 ACGE - The nonth, day, and year of the child s birth nust be established
and evidence thereof entered in the eligibility case record, except that,
pendi ng the securing of such evidence, assistance nmust not be denied an ot her-
wi se eligible child who is obviously under 12.

If the day and nmonth cannot be established, July 1 is assuned to be the
bi rt hdat e.

Continuing Eligibility*- The child is eligible until he reaches the age of 18.
He is eligible for the nonth in which his 18th birthday falls if he has not
attained the specified age on the first day of that nonth.

An 18 year old child nmay be eligible if enrolled in a secondary school or a
vocati onal /techni cal school of secondary equivalency if he is expected to
conpl ete the high school or vocational/technical programprior to or in the
same nmonth as his 19th birthday. The programis considered conpleted on the
| ast day of final exans or, if exans are not required, the |ast day of

* 45 CFR 233.39(B)(ii)
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schedul ed cl asses. The child will be eligible for the nonth in which
conpl etion of the school program occurs; however, eligibility cannot be
ext ended past that month. The case record nust be well documented in this
ar ea.

201.3 SCHOOL ATTENDANCE* - To be eligible for assistance, children in the
assi stance unit under age 18, including mnor parents, nmust conply with the
conpul sory school attendance requirenment. A child will be considered as
nmeeting this requirenent until such time as the |local departnent of social
services receives notification that he is truant. A child who is 18 years old
nmeets the school attendance requirenment, regardl ess of actual attendance, as
long as he is enrolled and expected to conplete high school or an equival ent
program as stated in Section 201.2 above.

A Definition of Truancy - Truancy is defined as nonconpliance with State
conpul sory school attendance requirenents as determined by the |oca
school division. **

Local school boards may set additional rules deemed necessary to carry out
the intent of the compulsory attendance laws. Such rules may also be
applied by the local school division in identifying children who are
truant.

B. Notification of Truancy - When the local school division determines that a
child receiving TANF is truant, it will notify the local department of
social services.

School divisions will identify truant TANF recipients using one of the
following methods:

1. State Department of Social Services provides all local school
divisions with a list of all individuals ages five through 17. This
information is e-mailed to a designated contact person in each
school division monthly.

2. The local department of social services and local school division may
develop an alternate method (local option) for identifying TANF
children who are truant, provided the method is mutually acceptable.

Note: If the agency receives notification from a source other than the
school, such as the applicant/recipient, the agency must verify truancy
through the school.

C. Notifying the Applicant/Recipient of Truancy - The local department of social
services must do the following when notified by the school of truancy:

Notify the caretaker, in writing, of the truancy of a member of the
assistance unit. Exception: When the caretaker is a minor parent whose
TANF payments are made to a protective payee, the notice must be sent to
the protective payee.

Code of Virginia, Section 63.2-606
** Code of Virginia, Sections 22.1-254 et seq.
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The notice must include the following:

1. that the truant recipient is in jeopardy of losing eligibility for
TANF benefits;

2. that the caretaker must contact the local department within five
working days of the notice to cooperate in developing a plan to
achieve compliance with compulsory school attendance laws; and

3. that failure to contact the local department may result in the
truant recipient's ineligibility for TANF due to noncooperation.

Note: The "Advance Notice of Proposed Action" form must not be used to
meet this notification requirement.

D. Development of and Cooperation with the Plan - If the caretaker contacts
the agency, the agency is to work with him to establish a plan to resolve
the child's truancy and to bring him into compliance with school attendance
laws.

TANF Transmittal 22
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201.8 SOCI AL SECURI TY ACCOUNT NUMBER (SSN) - As a condition of eligibility,
each applicant is required to provide an SSN or show proof of application for
a Social Security nunber for each person for whom assistance is requested. An
applicant must neet this condition prior to approval of the case. Only those
menbers of the assistance unit who have nmet this condition are to be approved
for TANF. The agency nust refer each applicant/recipient who does not have an
SSN or cannot provide proof of application for an SSNto the Social Security
Admi ni stration (SSA) District Ofice. The agency nust al so discuss with the
applicant the types of evidence of age, identity, and U S. citizenship or
alien status docunents which the SSA will require prior to issuing an SSN

A bt ai ning a Social Security Nunmber - For those individuals who provide
SSNs prior to approval or at any other time the agency shall record the
SSN in ADAPT and the State Verification and Exchange System ( SVES)
according to 201.8 E. The agency, however shall not delay approval of an
otherw se eligible assistance unit solely to verify a social security
nunber even if the 45 day processing period has not expired. As soon as
all other steps necessary to approve an application are conpl eted except
for verification of the social security nunber the agency shall approve
the application.

For those individuals who do not have an SSN, who do not know if they
have a nunber, are unable to find a nunber and therefore cannot provide a
nunber, or whose nunber appears to be questionable, the agency wll

direct the assistance unit to submt form SS-5, Application for Socia
Security Number to the Social Security Administration (SSA). The agency
must advi se the assistance unit where to file the application for an SSN
and di scuss what evidence the assistance unit will need to obtain a SSN
Evi dence needed includes a U. S. public record of birth established before
age five or other verification of birth, such as religious records whose
validity is not questionable, or hospital records, if they can be
verified by the SSA. Wiile religious and hospital records will entitle
the individual to an SSN, further proof of birth is required by the SSA
to establish eligibility for Social Security benefits.

The agency shall advise the assistance unit that proof of the application
for an SSN from SSA will be required prior to approval and suggest that
the assistance unit menber asks the SSA for proof of the application for
an SSN. SSA has a form SSA-5028, Receipt for Application for a Socia
Security Nunmber for this purpose. Local agencies may al so devise their
own formfor this purpose; however, these nust receive the approval of
the Regi onal TANF Speci alist.

B. Assi stance to Newborns - For each infant added to an active case, the
reci pi ent nust begin the process of obtaining a SSN. The SSN does not
have to be provided prior to adding the infant to the assistance unit.

If the assistance unit is unable to provide proof of application for the
nunmber for a newborn when the child is first added to the case, the
car et aker must provide the nunber or proof of application at its next
renewal or within six nonths, whichever is later. |If the assistance unit
is unable to provide the nunber or proof of application within the tinme
al  owed, the agency nust determne if good cause provisions exist.
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SSN Verification and Docunentati on

The I ocal agency shall verify the SSNs reported by the assistance unit by
submtting themto the Social Security Adm nistration (SSA) through the
State Verification and Exchange System ( SVES)

VWhen the SVES inquiry indicates that SSA is unable to verify the SSN
provided by the client, the EWnust recontact the assistance unit to
determine if the information the assistance unit provided is correct and
obtain the correct information as appropriate. Entering the corrected
data into ADAPT will result in another match being initiated with SSA to
verify the SSN

If the information the agency has is correct, but the information SSA has
is incorrect, the assistance unit nust be notified that it nust appear at
the SSA office to provide themwi th the necessary information such as a
change of nane due to marriage.

If the assistance unit refuses to provide the necessary information that
woul d allow the verification of an SSN, the individual shall be
determned ineligible. For a determ nation of refusal to be made, the
assi stance unit nmust be able to cooperate, but clearly denonstrate that
it will not take actions that it can take.

Once the worker determ nes that the assistance unit must provide

i nformati on or docunmentation to either the agency or the SSA the

assi stance unit nust conplete such action prior to the next renewal or
show good cause why it was unable to do so.

If an assistance unit clains it cannot cooperate for reasons beyond its

control, the worker nust substantiate the assistance unit's inability to
cooperate. For exanple, an assistance unit may claimit cannot verify a
nane change because official records were destroyed in a fire. The

wor ker must verify this to the point that he/she is satisfied the claim

is accurate, i.e., docunentation of the name change no | onger exists. In
t hese cases, an SSN mat ch cannot be acconplished since SSA records cannot
be corrected w thout the m ssing docunmentation. |If the worker verifies

that the assistance unit is unable to cooperate in the verification of
the SSN, the individual shall not be termi nated. The case file nust
adequat el y docunent the assistance unit's inability to cooperate.

If the worker is unable to substantiate the assistance unit's claimthat
it cannot cooperate, the individual shall be found to have refused to
cooperate and shall be term nated.

Ending Ineligibility

Once a person has been renoved fromthe assistance unit for refusal or

failure to provide an SSN, the ineligible menber nmust provide an SSN
before eligibility can be established.
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To be considered as currently owning a home, and therefore not eligible
for the exenption, the assistance unit rmust own both the domicile and
ot where it presently resides. Therefore, an assistance unit that owns
a nobile home but pays nmonthly rent for the Iot where it is parked does
not fit the definition of owning a home, and would receive an exenption
for one lot on which it intended to build or was building a pernmanent
horme or on which it intended to nove the nobile hone.

Fam |ies that have purchased or are purchasing a nobile home, but which
have not noved it to a lot or other site, will have the value of the
nmobi | e home exenpted even though the assistance unit is not living in
it. The assistance unit cannot own the home in which it is currently
living and receive this exenption. Further, the assistance unit nust
state its intention to nove in

Mot or _vehi cl es.

1. Di sregard the vehicle with the highest equity val ue.*
2. Addi ti onal notor vehicles — Any additional vehicles owned by the
assistance unit with an equity value of $1,500 or less will not inpact

eligibility. (See Exception in 303.A. above when the assistance unit is
using the vehicle as a hone.) Additional vehicles owned while a VIEW
partici pant must first be evaluated using policy at 901. 8.

Property (real and personal) owned solely by any individual in the

househol d who is receiving SSI.** When property is owned jointly by an SSI
reci pient and an AFDC applicant/recipient, refer to Procedures Section V. A 2.
and B.

I ncome producing farm ng and busi ness equi pnent, including vehicles, and tools
used in a craft or trade, that are essential to enploynment or self-enploynent.

This exenption is not affected by the owner's current enployment or nedical
st at us.

1. The itemin question must have been necessary to the enploynment of a
unit nenber at sonmetine in the past.

2. The unit nmenber nust plan to go back into this enploynent at sonetinme in
the future

There are no time limts to be applied to either 1. or 2., above.
Additionally, no consideration is given as to why the person is not currently
doing this type of work or what it would take for the person to go back into
it.

Cash and other assets, (including |liquid assets and real and persona

property not |isted above or in excess of the specified anpbunt) not to exceed
$1,000 for the assistance unit (See Section 303.5). Liquid assets are those
properties in the formof cash or other financial instruments which are
convertible to cash.

2003 General Assenbly Budget Bil
**  ACF- AT- 93-2
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l. I ndi vi dual devel opnent accounts, one per assistance unit, established
t hrough the Virginia Individual Devel opment Account (VIDA) denonstration
project for the purpose of postsecondary education, a first hone
purchase, or business start-up.* Funds on deposit in the account, up to
$2, 000, shall be disregarded in deternmining eligibility for so long as
the funds remain on deposit in the account. Any withdrawals fromthe
account made as vendor paynents for one of the purposes stated in this

section shall be disregarded in determining eligibility. |[If any anopunt
is withdrawn fromthe account and paid directly to the VIDA partici pant,
the anount will be treated as a countable resource in the nonth

wi t hdrawn, unl ess the VIDA denonstration agency determ nes that the
funds wi thdrawn were used to neet an energency. Each VIDA denonstration
agency will determ ne what constitutes an energency. Anounts over the
$2,000 limt are countable resources. Any matching funds deposited on
the participant's behalf by the VIDA denonstration agency are not

avail able to the participant and are not a countable resource. A list
of VIDA sites is available on the Internet at:

http://ww. dhcd. st at e. va. us/ CDf crd/ vi da/ vi dai ndex. ht m

The agency nust verify through the [ ocal agency or organization piloting
VI DA that the account was established under VIDA and is being maintained
as such, the account bal ance, whether any wi thdrawal s have been paid
directly to the participant, and if so, whether the funds w thdrawn were
determ ned by the VIDA pilot to have been wi thdrawn and used for an

emer gency.

J. I ndi vi dual devel opnment accounts, one per assistance unit, established
t hrough denonstration prograns adm ni stered pursuant to the Assets for
I ndependence Act (AFIA) for the purpose of postsecondary education, a
first home purchase, or business capitalization.** Deposits to the
account, interest accrued, and matching contributions nade by the AFIA
denonstrati on agency are di sregarded, regardl ess of amount.*** A |ist
of AFIA sites is available on the Internet at:
http: //wwv. acf. hhs. gov/ prograns/ ocs/ deno/ i da/ grant ees/regi on_3. htnl .

If funds are withdrawn fromthe account, they nmust be used for one of
the three purposes for which the funds are being saved or, wth approval
by the AFI A denonstration agency, to nmeet an energency. |If funds are

wi t hdrawn and used for any ot her purpose, they are a countable resource
in the nonth w thdrawn.

Verify through the agency or organization conducting the AFl A
denonstration that the |1 DA was established under AFI A and is being

mai nt ai ned as such, whether any w thdrawal s have been paid directly to
the participant, and if so, whether the funds w t hdrawn were determ ned
by the AFlI A agency to have been w t hdrawn and used for an energency.

303.3 DETERM NI NG THE VALUE OF PROPERTY - The val ue of assets as a resource
to the individual or famly is the client's equity in the property, real or
personal. Equity is defined as the fair market val ue m nus encunbrances

(1 egal debts) against the property.****

* 1999 Acts of Assenbly, Appropriations, Item 404, 3c
**  Public Law 105-285
***  Public Law 106-554
**x* A5 CFR 233.20(a)(3) (ii) (B TANF Transnittal 22
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The agency will establish fair market value for specific itenms as foll ows:

A

Real Property - The fair market value of real property other than the
hone shall be obtained fromthe assessor's office or the Conm ssioner of
Revenue in the locality where the property is |ocated.

If property is jointly owned, the expected cost of partitioning and
attorney fees will be considered in establishing equity val ue.

VWhen property is owned by one party and a second party has a life estate
or "life rights" to the property, then the first party has a remai nder
interest in the property. A life estate conveys to the individual to
whomit is given certain property rights for the duration of his or her
life, or soneone else's life.

To determine the fair market value of a remainder interest in property,
multiply the assessed value of the property by the fraction
corresponding to the individual's age who has life rights. Appendix 1
contains the table that is to be used to performthis cal cul ation

Mot or Vehicles - The fair market value of a notor vehicle nust be deter-
m ned by using one of the followi ng nethods, in the order of priority
which is |isted bel ow

1. The National Autonopbile Deal ers Associ ati on (NADA) average trade-
in value in the NADA Oficial Used Car Cuide, or, for an ol der car
whi ch does not appear in the current NADA gui de, the average
trade-in value found in the NADA O ficial O der Used Car Cuide, or

2. If the vehicle is not listed in the NADA books, the value which is
assessed for tax purposes, or

3. If the methods listed in (1) and (2) are not available, or if the
applicant/recipient disagrees with the value which appears in the
NADA gui de, one statenent froma |icensed deal er, or

4. If the methods listed in (1), (2), and (3) are not obtainable, the
statement of the applicant/recipient.

The average trade-in value listed in the current NADA O ficial Used Car
Quide or the average trade-in value listed in the NADA Oficial O der
Used Car Guide is considered the fair market value from which
encunbrances nmust be deducted in order to establish equity value. There
shal |l be no adjustnments made to the average trade-in val ue anmount
specified in the NADA guides for optional features, special equipnent
for the handi capped, mleage, condition, operability, etc.

In those instances in which a nmotor vehicle is not listed in the current
NADA gui de, or the ol der used car guide, the applicant/recipient may
provi de a statenent of assessment for tax purposes which contains the

val ue of the vehicle in order to establish the equity value. |[If a tax
assessment statenment is not available, the applicant/recipient can
provide a |icensed dealer statenent in order to establish the value. It

is the responsibility of the applicant/recipient to obtain this |icensed
dealer's statenment, but if assistance is requested, the EWnust contact
a licensed dealer to ascertain the fair market val ue.
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BB.

S.

*

Student financial assistance received under the Carl D. Perkins
Vocati onal and Applied Technol ogy Educati on Act made avail able for
attendance costs (Public Law 101-392). Attendance costs are defined
bel ow.

1. Tuition and fees nornally assessed a student carrying the sane
academ ¢ workl oad as determ ned by the institution, and including

2. An allowance for books, supplies, transportation, dependent care,
and m scel | aneous personal expenses for a student attending the
institution on at least a half-tinme basis, as determ ned by the
institution.

Funds in an escrow account established under the Family Self-Sufficiency
Program of the Departnment of Housing and Urban Devel opnent.

Student financial assistance received under Bureau of Indian Affairs
St udent Prograns. *

Al'l bona fide | oans, regardl ess of the intended use.** This includes

| oans obt ai ned for any purpose, and nmay be froma private individual as
well as froma comercial institution. A sinple statenent signed by
both parties indicating that the paynent is a |oan and nmust be repaid is
sufficient to verify that a loan is bona fide. |If the custoner

i ndi cates that noney received was a | oan but does not provide required
verification, the noney is to be treated as unearned incone in the nmonth
received and a resource thereafter

Interest earned on the proceeds of a loan while held in a savings
account, checki ng account, or other financial instrument will be counted
as unearned inconme in the nonth received and a resource thereafter

I ncome, including support, received by or on behalf of a child
ineligible for AFDC due to the famly cap provision.**

Up to $5,000 of a savings or investment account, including interest or
appreciation in value, for the purpose of self-sufficiency.

Payments received by victins of Nazi persecution under Public Law 103-
286.

One notor vehicle per assistance unit.***
TANF Mat ch Paynents included in a recipient’s nonthly TANF benefits,
representing current support collected by Division of Child Support

Enf orcenent . ****

Payments received fromthe R cky Ray Henophilia Relief Fund established
under Public Law 105-369.

Publ i c Law 102- 325

** 45 CFR 233.20(a)(3)(i)(B)(5)
*** 2003 CGeneral Assenbly Budget Bill
***%* 2002 Virginia Acts of Assenbly
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CC. Any veteran benefits received by children born with spina bifida, who
are natural children of individuals who served in Vietnamduring the
peri od begi nning January 9, 1962, and ending May 7, 1975.

DD. Al | onances, earnings, and paynents to the individuals participating in
progranms under Title |I of the Wrkforce I nvestnent Act (WA).**

These resources are to be disregarded as long as they are kept separate from
the all owabl e reserve. In the event any funds derived fromitens C through
DD. above are conbined with other resources, it is the custoner's
responsibility to provide docunmentation to verify the exenpted anount.

O herwi se, the funds nmust be considered in determining eligibility.

303.7 LI QU DATI ON OF ASSETS - Wen ownership of real property alone, or in
conbi nati on with other countable assets, causes the assistance unit's
resources to exceed the $1,000 all owabl e reserve, the applicant/recipient nust
be given the opportunity to receive assistance for the otherw se eligible
assistance unit for a reasonable period of time while efforts are bei ng nade
to di spose of the real property. This period is not to exceed nine
consecutive nonths.

The nine-nonth period runs for nine consecutive nonths regardl ess of whet her
assistance is received during that period. For an applicant, the period wll
begin with the first nmonth of entitlement. For a recipient, the nine-nonth

period will begin the month in which the recipient receives the property.
VWhen it is learned that the recipient owns property which has not been
reported, the nine-nmonth period will begin in the month the unit becane aware

or had reason to beconme aware of the existence of the resource. (See Section
303.1.)

The continuation of assistance during the nine-nmonth period is contingent upon
the applicant's/recipient's willingness to sell the property and agreenent to
repay, fromthe proceeds of the sale, the assistance received while trying to
sell.* This provision does not apply when the equity val ue of persona
property al one exceeds the all owabl e reserve.

Once it has been determ ned that an applicant/recipient owns real property
whi ch causes the unit to exceed the allowable reserves and that the nine-nonth
di sposal period has not expired, the agency must:

A Advi se the applicant/recipient, in witing, of the excess property.

* 45 CFR 233.20(a)(3)(i)(B)(5)
** 20 CFR 667.272 (c)
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REMAI NDER | NTEREST TABLE

( CONTI NUED)
AGE REMAI NDER
40 . 08429
41 . 08970
42 . 09543
43 . 10145
44 . 10779
45 . 11442
46 . 12137
47 . 12863
48 . 13626
49 . 14422
50 . 15257
51 . 16126
52 . 17031
53 . 17972
54 . 18946
55 . 19954
56 . 20994
57 . 22069
58 . 23178
59 . 24325
60 . 25509
61 . 26733
62 . 27998
63 . 29304
64 . 30648
65 . 32030
66 . 33449
67 . 34902
68 . 36390
69 . 37914
70 . 39478
71 . 41086
72 . 42739
73 . 44429
74 . 46138
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Due to the establishnent of the maxi num rei mbursabl e paynment anounts, sone
TANF assi stance units experience the potential for reduction in the unit's

i ncome due to the redirection of child support to the Division of Child
Support Enforcenent (DCSE). To ensure these units do not incur such a
reduction in their incone, they may receive a suppl enental assistance paynent
each month known as a Hold Harm ess paynment. Hold Harnl ess paynments are

i ssued by VACIS and are consi dered TANF assi stance paynments which are based on
support collections (less the $50 disregard). Hold Harm ess paynents
represent the anount of the support collection up to the difference between

t he assistance unit's deficiency and the maxi num rei mbursabl e paynment. Since
Hol d Harm ess paynments are a portion of the unit's nonthly assi stance paynent,
all policies governing assi stance paynments, i.e. notices, fair hearings, etc.
nmust be applied.

VWiile the majority of Hold Harm ess paynents will be cal cul ated and issued
automatically by VACIS, the worker may need to issue a paynment via FMF in
situations where a reduction/term nation of the Hold Harm ess payment is
appeal ed.

Hol d Harm ess payments are issued on the 10th of every month based on the
appropriate standards of assistance and nmonthly support collections. Due to
the fact that Hold Harml ess paynents are i ssued based on the unit's

ci rcunmstances two nmonths prior to the ADC payment nmonth and are intended to
suppl enent the unit's needs for that nonth, issuance of Hold Harnl ess paynents
may continue for two nonths after the case is closed. The appropriate notice
and hearings requirenent nust be net during this two-nmonth period.

Hold Harm ess policy will expire effective August 31, 2003. These paynents
will no | onger be necessary because TANF assi stance units who have support
greater than $50 paid to the DCSE for children in the AUw || receive a TANF
Mat ch Payment .

304.2 TOTAL ALLOWABLE INDIVIDUAL NEED - Wen it is necessary to determ ne
whet her one individual included in the TANF assistance unit is in need, the
total amount allowed for his needs nust be identified. This amount is his pro
rata share of the appropriate standard of assistance for the assistance unit.
The sane procedure is used to determ ne whether or not a caretaker-relative
other than the parent or an essential (EWB) person living in the hone is in
need and eligible for inclusion in the assistance unit. Once the caretaker-
relative other than the parent is included in the assistance unit, he nmay

vol unteer to participate in VIEWand continue to be eligible for TANF if
countabl e inconme is less than the current poverty |level for one person.

VWhen an individual is renobved fromthe assistance unit, the assistance plan is
reconmputed on the basis of the standard of assistance specified for the nunber
of persons remamining in the unit.

* 45 CFR 232.21
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304.4 — TANF MATCH PAYMENTS (TMP) — The 2002 Virginia Acts of Assenbly
mandat es, effective July 1, 2003, that all recipients of TANF cash assi stance,
i ncludi ng reci pients whose deficit is less than $10, be paid a monthly TANF
suppl enent in an anmount equal to the current child support collected by the

Di vision of Child Support Enforcenment, |less the disregard of the first $50 of
current child support received by the assistance unit. Paynents will be

i ssued even though the conbined total of the TANF deficit and TMP total |ess

t han $10.

TANF Mat ch Paynents are defined as current child support paid on behalf of a
case, less $50. The Match paynents are issued in the second month foll ow ng
recei pt and are issued with the TANF benefits as a single paynment.

Since the match payments are a portion of the unit’s nmonthly assistance

payment, all policies governing assistance paynents nust be applied, i.e.
notices and fair hearings. The TMP is added to the TANF cash benefit after
all eligibility and benefit transactions have been conpleted in ADAPT, i.e.

i mposition of disregards, penalties, and recoupnent have been cal cul at ed.
TANF Mat ch Paynents are not issued when the case is suspended or in a VIEW
sancti on.

Since TMP paynments are paid two nmonths after collection of support, the case

may receive paynents for up to two nonths after case closure. These paynents
are automatically generated in ADAPT and mailed fromthe State Departnent of

Soci al Servi ces.

If the TANF benefit, including the TMP, exceeds the nmaxi mum rei nbursabl e
paynment for the assistance unit, the maximnumw Il not apply and the ful
amount of the conbi ned paynment will be issued.

Informati on on TMPs is passed to ADAPT each nonth, based on the anount of
current child support paid two months prior to the paynent nonth on behal f of
assistance unit menbers. |If current support paid in a nonth is $50 or |ess,
no match paynment will be included in the TANF check. A TMP change notice will
be sent by the State Departnment of Social Services to affected TANF cases each
nmont h, indicating the Match Paynent ampount and the TANF benefit anount to be
paid on the first of the foll ow ng nonth.

TANF Transnmittal 22
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At each renewal, al

regardl ess of whether a change has been reported.
a prospective determ nation mnust
accordance with Section 305.1. A

identified,

i ncome of the assistance unit nust

VWhen a change in incone occurs between renewal s,

determ nati on nust

be verified,

If a change is

be conducted in
to establish ongoing eligibility.

a prospective

be conducted to establish ongoing eligibility.

VWen attenpts to verify countable income prove to be unsuccessfu

is to provide the verification
fails to cooperate with the assistance unit and the |ocal agency, and
there are no alternate sources of verification available, the

because the person or organization that

Eligibility Wrker shal
pur poses based on the best avail able information.

nmust

In the above situation

the best avail able information:

1
2.
3.

athird party statenent,
a collateral contact, or
the applicant's/recipient’'s witten statenent

i ncome anticipated to be received in the paynent

as a |last resort

of the ampunt of

nont h.

D. Handling Changes in Inconme (Earned and Unear ned)

determ ne an ampbunt to be used for TANF

The case record
be docunented to reflect the nethod used to arrive at the
antici pated income.

the follow ng verification wll

be consi dered

1. The assistance unit nust report increases in inconme that place the
assistance unit’s nmonthly i ncone above 130 percent of the federa

poverty | evel

The incone limts are as foll ows:

based on assi stance unit size.

Inconme Limts

Househol d Si ze Mont hly Anpunt Weekl y Anpunt Bi - \eekl y Armount Semi - Mont hl y
Anount

1 $ 960 $223. 26 $ 446.51 $ 480. 00
2 1, 294 300. 93 601. 86 647. 00
3 1,628 378. 60 757. 21 814. 00
4 1,961 456. 05 912. 09 980. 00
5 2,295 533. 72 1, 067. 44 1, 147.50
6 2,629 611. 40 1,222.79 1, 314.50
7 2,962 688. 84 1, 377.67 1, 481. 00
8 3, 296 766. 51 1, 533. 02 1, 648. 00

Each Additi onal $334 $77. 67 $153. 34 $167. 00

Per son
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1. VWhen a change in incone is reported or becomes known, including
changes not required to be reported to the agency, the worker mnust

take the foll owi ng steps:

a. Docurent the case record regarding the rate and frequency of
payment (i.e., weekly, biweekly, sem -nonthly, nonthly, etc.) and
the paynment cycle (i.e., on what day the client is paid). |If,

based on the information provided by the client, there is a
decrease in benefits, income nust be verified by the next

renewal .

b. VWhen an increase in incone occurs, conduct a prospective
determ nati on per Section 305.1. A based on information provided.
If the prospective determnination renders the case ineligible,
cl ose the case as soon as adnministratively possible, or if
ineligibility is expected to exist for only one nonth the paynent

may be suspended.

If the case continues to be eligible, calculate the paynent
reflecting the new or increased incone. |If the income
anticipated to be received during the nonth follow ng the nonth

t he change becane known to the agency represents |less/nore than a
full month's income, then the second nonth follow ng the nonth

t he change becane known to the agency must be cal cul ated based on
the amount of income anticipated to be received in that nonth.

For increases in contract incone, refer to Section 305.1.B.2.a.4.

C. If a decrease in incone occurs, the change must be reflected,
based on information provided, in the follow ng paynent nonth.
Verification nust be provided by the second nmonth after the
change becomes known. (Refer to Section 503.9 for further

gui dance concerni ng underpaymnents.)

For decreases in contract incone, refer to Section 305.1.B.2.a.4.

TANF Transnmittal 22
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E. Adding and Del eting Persons Wth | ncone

1. VWhen addi ng/del eting a person with i ncone, conduct a prospective
determ nation per 305.1.A. |If eligible, verify anticipated inconme and
reflect the change in the appropriate paynent nonth.

2. VWhen del eting persons with incone, incone of persons being renmpved
fromthe assistance unit will be deleted fromconsideration at the
same tinme the individual is renoved fromthe unit. Additionally, any
i ncome of a stepparent or parent (including the parent of a ninor
caretaker) who is not included in the assistance unit will be del eted
for the nonth following the nonth the person | eaves the hone. |In the
case of a minor caretaker, inconme deemed fromthe mnor's parent(s)
will be deleted for the nonth follow ng the nonth the mnor caretaker
attains the age of 18.

Exanmple #1 - One of three children is renoved fromthe hone by the
court on July 15. This child receives Social Security of $75 per
nmont h. The August paynment should not reflect the incone and needs of
the child who was renoved

Exanpl e #2 - A stepparent noves out of the home on the 23rd of
Septenber. Any incone deenmed available to the unit should be del eted
fromthe Cctober grant calculation. A supplenental payment nust be
made if the income cannot be deleted fromthe Cctober 1 paynent.

3. VWhen addi ng/ del eting the i ncone of excluded individuals required to be
in the assistance unit, the inconme of any excluded individual required
to be in the assistance unit will be treated the same as individuals
who are included in the assistance unit and, in the case of earned
i ncome, earned incone disregards are applicable.

a. The i ncome of an excluded individual will be deleted the nmonth
followi ng the nonth that the person | eaves the home or is no
| onger required to be in the unit.

b. VWhen an excl uded individual gets an increase or decrease in
i ncome, the increase or decrease will be handl ed i n accordance
with Section 305.1.D.

F. Applicant's/Recipient's Reporting Responsibilities

The applicant/recipient nust be advised according to Section 401.2.B.1.
and 2. regarding verification requirenents and action that may be taken if
verification is not provided. Additionally, the worker must provide the
applicant/recipient with the follow ng information

1. Docurments that constitute acceptable types of verification
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3.

2. Ti me standards for reporting and acting on changes.

a.

Al'l required changes nust be reported tinely, within 10 cal endar
days fromthe date the change becones known to the assistance
unit or at the latest, 10 days into the next nmonth after the
change occurs, e.g., that gross nonthly income exceeds 130
percent of the federal poverty level (FPL).

If the recipient is uncertain of the exact date or anount of the
change, then the 10 day reporting period begins the day the
change occurs. The recipient is not required to have ful

know edge of the change when reporting it to neet the 10-day
requirenent for tinmely reporting. For new enploynent, the 10-day
period may begin as late as the first day of enploynent. Once
the recipient reports a change, the EWnust eval uate the
information within 10 days for potential inmpact and request
additional information and necessary verifications that address
rate of pay, nunber of hours, and how often paid.

1. VWhen a change will increase benefits, the verification
requi red nmust be obtained prior to the second nmonth
follow ng the change in order to reflect the change in that
month. |If the assistance unit does not provide
verification, the assistance unit's benefits will revert to
the original anpbunt unless a refusal to cooperate is
docunmented, in which case an advance notice nust be sent to
term nate the case. An advance notice is not required if
benefits are reverted to the original |evel because
verification was not received, and the assistance unit was
so advised at the tinme of increase.

2. VWhenever a change will decrease benefits, verification nust
be obtained prior to or at renewal .

3. VWhen a change neither increases nor decreases benefits,
required verifications nust be obtained prior to or at
renewal .

The worker is responsible for notifying the applicant/recipient
when incone nust be verified. |Incone verification nust be
provided within 10 days of notification

The wor ker nust advise the applicant/recipient on the appropriate
noti ce of the anpunt of gross incone anticipated to be received,
the net income counted in determning the paynent, the paynent
nmonth the net incone will begin to be counted, and the changes
that rmust be reported.

Changes that must be reported.
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305.3 EARNED | NCOVE — Earned income is defined as income earned by an

i ndi vi dual through the recei pt of wages, salary, and/or comm ssions, or
through profit fromactivities in which he is engaged as a sel f-enpl oyed

i ndi vidual .* Earned income includes pay for jury duty, severance pay,
vacation pay, and sick pay fromthe enpl oyer or enpl oyer obtained insurance.

Sel f-enmpl oyment is defined as a business, farmng or cormercial enterprise in
whi ch the individual receives incone earned by his own efforts, including his
active engagenment in managenent of property. Income from property when the

i ndividual is not actively engaged or when no managerial responsibilities are
i nvol ved is not considered earned income.** In addition, for TANF purposes,
sel f-enpl oynent situations include, but are not Iimted to, domestic workers,
day care providers including babysitters, and chore and conpani on service
provi ders.

Contract earnings are defined as wages guaranteed by a contract. This does
not include work on an hourly or piecework basis or self-enploynment. A
guaranteed wage is one which is received by an individual enployed on a
contractual basis and paid over a period of tinme. Earnings of this nature
will be prorated according to 305.1.B.2.a.4).

VWhen income is received fromproperty, the eligibility case record nust
clearly indicate the basis for determ ning whether or not the individua
produces it by his own efforts or whether or not he is actively engaged in
managemnent .

A. Definition of Goss Earnings or Profit

1. G oss earned inconme fromwages, salary or conmi ssions neans the total
anount of pay, irrespective of deductions, w thhol ding or work
expenses.** |t is not the "take hone" pay. Exception: Money
advanced from an enployer prior to the regular pay date nust be
counted as part of the gross incone in the nonth of receipt. Any
anount withheld to repay an advance in salary received prior to the
budget nonth shall be deducted from gross earnings or profit for the
budget nonth in which it is wthheld.

2. Profit fromself-enploynment neans the total incone received, less the
busi ness expenses directly related to producing the goods or services
and wi t hout which the goods or services could not be produced. ***
However, business expenses do not incl ude:

* 45 CFR 233.20 (a)(6)(iii) and (iv)
** 45 CFR 233.20(a)(3)(iii)
*** A5 CFR 233.20(a)(6)(v)
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a. net | osses from previ ous peri ods;
b. federal, state, and | ocal taxes;
C. nmoney set aside for retirenent purposes;
d. personal expenses, entertainnent expenses, and persona

*

* %

* k *

*k kK

transportation;

e. depreci ati on of equi pment, machinery, or other capita
i nvest ments necessary to the self-enploynment enterprise

Di sregarded Earned I ncone - As specified below, certain earned i ncone of
menbers of the assistance unit and excluded individuals required to be in
the assistance unit nust be disregarded in determ ning need of the

assi stance unit and anmount of assistance to which the assistance unit is
entitled. In addition, income disregarded under the provisions of other
federal assistance prograns must not be counted as incone to the ADC
assistance unit*. Wth the exception of Itenms #1 and #2, the itens |listed
bel ow are not disregarded during the 185% screening. |ncome disregards
are to be applied to gross earned incone in the order listed bel ow.

(Refer to Procedures Section VII.A 1.c. to determ ne student status.)

1. Earned i ncome of any eligible child** derived from enpl oynent under
Title Il, Parts A (Adult and Youth Prograns) and B (Sumer Youth
Empl oynment Prograns), and Title IV, Parts A (Indian and Native
Ameri can Enpl oyment and Trai ning Prograns, and M grant and Seasona
Far mmor ker Prograns) and B (Job Corps Progran) of the Job Training
Part nership Act of 1982 (JTPA)*** shall be disregarded for a total of
si x nont hs per cal endar year in the 185% screen, deternination of need
(for applicants) and grant conputation.

a. Full -tinme Students - Subsequent to these six nmonths, Title Il
Parts A and B, and Title IV, Parts A and B, JTPA earnings are to
be counted in the 185% screen and determi nation of need but wll
continue to be disregarded in the grant conputation

b. Al'l other eligible children - Subsequent to these six nonths,
Title Il, Parts A and B, and Title IV, Parts A and B, JTPA
earnings are to be counted in the 185% screen, determ nation of
need and grant conputation

2. O her earned incone of any eligible child who is a full-time student

must be disregarded for a total of six nonths per cal endar year in the
185% screen, determnination of need (for applicants) and grant

conmput ation. Subsequent to these six-nonths, such earnings will only
be disregarded in the grant conputation.****

45 CFR 233.20(a)(4) (iii)
45 CFR 233.20(a)(3) (xvii)
Publ i ¢ Law 97- 300
45 CFR 233. 20(a) (3) (xi x)
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37.

Al'l bona fide |oans, regardl ess of the intended use.* This includes
| oans obt ai ned for any purpose, and may be froma private individua
as well as froma commercial institution. A sinple statenment signed
by both parties indicating that the paynent is a | oan and nmust be
repaid is sufficient to verify that a loan is bona fide. If the
customer indicates that noney received was a | oan but does not
provide required verification, the noney is to be treated as unearned
incone in the nonth received and a resource thereafter

Interest earned on the proceeds of a loan while held in a savings
account, checki ng account, or other financial instrument will be
counted as unearned inconme in the nmonth received and as a resource
t hereafter.

38. I ncome, including support, received by or on behalf of a child
ineligible for TANF due to the fam ly cap provision. **

39. Payments received by victins of Nazi persecution under Public Law
103- 286.

40. Mat chi ng contributions deposited in an individual devel opnent account
(1DA) or on the applicant/recipient's behalf in a parallel account
mai nt ai ned by the organization adm nistering the | DA program (Refer
to Sections 303.2 | and J regarding IDA s.)

41. Incone received by children who are in a VIEWperiod of ineligibility.

42. Interest incone of |ess than an average of $10 per nonth.

43. TANF Match Paynents issued to TANF recipients based on current support
collected by the Division of Child Support Enforcenent.

44. Any veteran benefits received by children born with spinal bifida, who
are natural children of individuals who served in Vietnamduring the
peri od begi nning January 9, 1962, and ending on May 7, 1975.

45. Payments received fromthe R cky Ray Henophilia Relief Fund
establ i shed under Public Law 105-369.

46. Al l owances, earnings, and paynents to individuals participating in
prograns under Title I of the Wirrkforce I nvestment Act (WA).***

B. Income From Social Security and Gther Benefits - Monthly benefits received

or anticipated to be received by nmenbers of the assistance unit, or
i ndividuals required to be in the assistance unit, nmust be counted as
income, with the follow ng exceptions:

1

When a nmenber of the assistance unit is eligible for benefits (such as
but not linmted to, RR Retirenment, private corporation retirenent,

* 45 CFR 233.20(a) (3)(xxi)
** Code of Virginia, Section 63.1-105.7
*** 20 CFR 667.272 (c)
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Vet erans, Social Security, or any reduced benefits), the verified
amount nust be counted, even though the individual chooses not to
accept such benefits.

The agency has a responsibility to explore potential resources and
assist the applicant/recipient in developing themto a state of
avai l ability whenever possible.*

2. VWhen educational benefits are being received from Veterans
Adm nistration. (See 305.4.A.12.)

3. VWhen the Medicare Part B premiumis deducted fromthe Social Security
or Railroad Retirenent benefits of an individual who is al so
recei ving Medicaid. The anpbunt of benefits actually received, plus
t he amount of the Part B premium is counted as income since Mdicaid
will pay the premiumduring the tine the individual receives
Medi cai d.

C. Lunp Sum Paynents - The receipt of a nonrecurring |lunp sum paynent, such as
the accunul ati on of benefits for a prior period, including Social Security
and Wbrkmen' s Conpensation benefits; payments in the nature of a w ndfall

e.g., inheritances or lottery w nnings; personal injury awards; that
portion of a casualty property | oss paynment which is not used for repair
or replacement of the damaged/| ost resources; life insurance settlenent

when the policy is owned by someone other than a nmenmber of the assistance
unit; nonrecurring child support identified as di sbursenments in excess of
obligation; or incone fromany other nonrecurring source, shall be
prorated and refl ected as i ncone when the lunp sumplus all other net
count abl e i ncome exceeds the standard of need (100% in the month of
receipt.** NOTE: A lunp sumis required to be treated as such even if the
customer places the funds in a savings account as specified in 303.2 H.

In situations involving casualty property | oss paynents for repair or

repl acenent of damaged/| ost resources, such paynents will not be

consi dered as inconme or resources if the client initiates action to repair
or replace the resource prior to or within 30 cal endar days after receipt
of the lunp sum paynent and expends the paynent for such repair or

repl acement within 12 nonths after receipt. NOTE: Verification of
initiation of action to repair or replace the resource, expending the
paynment within 12 nmonths, and use of the payment nust be docunented in the
case record. The casualty property | oss paynent nust be kept separate
fromother income and resources. |If not kept separate, the |lunp sum

policy will apply.

If the recipient does not initiate action to repair or replace the
resource within 30 cal endar days after receipt, wthout good cause, a
period of in-eligibility will be calcul ated beginning with the first ful
month follow ng the 30 cal endar day period if administratively possible,
but no later than the next month. |[If the recipient does not expend the
paynment to repair or replace the resource within 12 nonths after receipt,
wi t hout good cause, a period of ineligibility will be cal cul ated begi nni ng
with the first nmonth following the 12 nonth period if administratively
possi ble, but no later than the next nmonth. NOTE: Wen it is not
possible to close the case until the next month due to the advance notice
period, this paynment will not be an overpaynent.

* 45 CFR 233.20(a)(3) (i X)
** 45 CFR 233.20(a)(3)(ii)(F) TANF Transmittal 22
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of dependents the stepparent has. Countable income is to be
deducted fromthe standard of assistance at 90% for the
assi stance unit.

b. St epparent Deemi ng Procedure Used Wen the Parent in the Hone
Ref uses/Fails to Cooperate Wth DCSE - Wien it is determ ned that
the parent of the TANF child(ren) has failed or refused to
cooperate with DCSE, the stepparent's income nust be deened
avail able to the assistance unit, calculating the deened anount
in accordance with 305.4.F.1.a.1) - 4). The deened incone, in
addition to the income of the parent and child(ren) mnust be
counted to determne the assistance unit's eligibility and grant
anmount .

Failure of the customer to verify the incone of the stepparent
will result inineligibility of the case.

c. St epparent Deening Procedure Used When the Parent Is Not in the
Home Wth the Stepparent - The deening procedure in Section
305.4.F.1.a.1-4) applies when

1) the stepparent resides with the TANF child(ren) but is not
i ncluded in the assistance unit; and

2) the parent of the TANF child(ren) resides el sewhere but
continues to be married to the stepparent.

If the stepparent is included in a TANF assistance unit, policies and
procedures applicable to assistance unit nenbers apply instead of the
deemni ng procedures.

Note: A lunmp sum paynent received by an eligible child s stepparent
is considered available to the assistance unit in the nonth of
recei pt only.

EXAMPLE #1:

Ms. P. is applying for TANF for herself and her 3 children. M. P
receives unearned incone in the amobunt of $50 per nonth, and each of
the 3 children receives unearned inconme in the anmount of $50 per
month, as well. M. P.'s husband (not the children's father) is

enpl oyed and earns $1,530 per nonth. M. P. has no other dependents.

1. To determine Ms. P.'s eligibility to be included in the AU

M. P.'s incone $1, 530. 00
Less $90 di sregard - 90.00

$1, 440. 00
Less standard of need for 1 (group I1I) -174. 00
Anpunt deened available to Ms. P. $1, 266. 00
St andard of assistance for 4 person AU $ 382.00

Not e: The standard of assistance does not
i ncl ude the TANF Match Paynent.

Since the portion of M. P.'s inconme which is
deenmed available to Ms. P. exceeds the standard
of assistance for 4 persons, she is not eligible
to be included in the AU
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2. To determine the 3 children's eligibility, and, if eligible, the
grant amount:
Stepparent's (M. P.'s) incone $1, 530. 00
150% of poverty guidelines for 2 (nonthly) -1,515.00
Anpbunt greater than 150% poverty gui delines $ 15.00
St andard of assistance for 3-person AU $ 320.00
Note: The standard of assistance does not
i ncl ude the TANF Match Paynent.
Less countabl e incone ($15.00 - anount of - 215.00
M. P.'s income which exceeds 150%
of poverty guidelines; $50 - Ms. P.'s
unearned income; $150 - the children's
unear ned i ncone)
G ant anount $ 105.00
EXAMPLE #2:

Ms. J., who has been receiving TANF on behalf of herself and her 2
J. receives

children reports that she remarried over the weekend. M.

unearned incone in the anount of $100 per nonth. Her husband, M.

is enployed, with earnings in the anount of $800 per nonth.

M.

J.

J.

has 3 children who live with his forner wife, for whom he pays support

in the anount of $400 per nonth.

1. To determine Ms. J.'s eligibility to be included in the AU

M. J.'s income $

Less $90 disregard -
$

Less standard of need for 1 (group I1I) -
$

Less support paid by M. J. to non- -

househol d dependent s

I ncome deened available to Ms. J. $

St andard of assistance for 3-person AU $

Note: The standard of assistance does not

i ncl ude the TANF Match Paynent.

Since the portion of M. J.'s income which

is deened available to Ms. J. is less than

t he standard of assistance for 3 persons,

she is eligible to be included in the AU

Proceed to grant calculation, since M. J.

is eligible.

2. To determ ne the grant anount:

St andard of assistance for 3-person AU $

Less countable income (Ms. J.'s incone) -

G ant anount $

EXAMPLE #3:

Ms. L. is applying for TANF for herself and her 2 children

800. 00

90. 00

710. 00

174. 00

536. 00

400. 00

136. 00
320. 00

320. 00

100. 00

220. 00

Ms.

wor ks 10 hours per week, and earns $50 weekly. Her husband, M.

M. L. has 1 child, who lives in the househol d, al so.

TANF Transnittal
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1. To determine Ms. L.'s eligibility to be included in the AU
M. L.'s incone $2, 000. 00
Less $90 di sregard - 90. 00
$1, 910. 00
Less Standard of need for 2 (group Il) to - 257.00
include M. L. and his child
I ncome deened available to Ms. L. $1, 653. 00
St andard of assistance for 3-person AU $ 320.00
Not e: The standard of assistance does not
i ncl ude the TANF Match Paynent.
Since the portion of M. L.'s inconme which is
deenmed available to Ms. L. exceeds the standard
of assistance for 3 persons, she is ineligible
to be included in the AU
2. To determine the 2 children's eligibility, and if eligible, the
grant anount:
Stepparent's (M. L.'s) incone $2, 000. 00
150% of poverty guidelines for 2 (nonthly) -1,515.00
Amount exceedi ng 150% of poverty gui delines $ 485.00
St andard of assistance for 2-person AU $ 254.00
Not e: The standard of assi stance does not
i ncl ude the TANF Match Paynent.
Therefore, the 2 children are ineligible for TANF, since
M. L."s incone, in excess of 150% of poverty guidelines, exceeds
the standard of assistance for an AU of 2
2. Deening Inconme in Mnor Caretaker and Ineligible Alien Cases - Incone

nmust al so be deenmed to an assistance unit in the follow ng situations.
Appl i cabl e policies and procedures are expl ai ned bel ow.

a.

M nor Caretaker Living with Senior Parent(s) - Wen living
together, the inconme of a senior parent(s) is to be deened

avail able to the minor caretaker's assistance unit.* The senior
parent's income nmust be considered available to the eligible
child(ren) by applying the deem ng procedure in Section
305.4.F.2.c. below. A stepparent's incone is not deened

avail able to a m nor caretaker's assistance unit.

VWhen the minor caretaker is an SSI recipient, and lives in the
hone of his/her parent, the income of the senior parent(s) is
deemed avail able to the minor caretaker's TANF assistance unit.
If eligibility for TANF exists, the Social Security Ofice mnust
be informed that the incone is being counted for TANF purposes.
The EWnust docunent the case record to show that the Socia
Security office has been advised that the minor caretaker's
parent's income is being counted for TANF purposes. *

Ineligible Alien Parent - If a parent living in the home with the
eligible TANF child is an alien and is ineligible for assistance

* 45 CFR 233.20(a)(3)(xviii) TANF Transmittal 22
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for hinmself due to his alien status, the parent's income nust be
considered available to the eligible child(ren) by applying the
deem ng procedure in Section 305.4.F.2.c. bel ow

C. Calcul ating the Deemed Anmount - Federal regul ations provide the

foll owi ng procedure for determ ning the anmount of income to be
deemed avail able to the TANF assistance unit fromthe senior
parent(s) or an ineligible alien parent,* or a stepparent when
the parent is not residing in the honme, but the stepparent and
parent are marri ed.

The anmount to be deemed avail able is conmputed by subtracting the
following fromthe verified anticipated gross nmonthly earned

i ncome (use net profit for earnings fromself-enploynent) or
gross unearned i ncone of the senior parent(s), ineligible alien
parent, or stepparent. Note: The TANF Match Paynent is not

count abl e unear ned i ncone.

Exanpl e: TANF recipient has an assistance unit of three (nother
and two children). The nother reports she was marri ed yesterday;
however, her husband is not the father of her children. She
reports he has earned incone of $550 a month. The AU al so

recei ves a TANF Match Paynent of $185. Continui ng TANF
eligibility is determ ned as foll ows:

G oss incone: $ 550
- 90
$ 460
- 174 (SON for 1 person Goup I1)
$ 286
- 0 (Support paid by the step dad)

$ 286

$286 < $320 (SOA for 3) —AU remmins eligible. TMP not
consi der ed.

1) The first $90 of gross earned income of each enpl oyed
person.
2) The standard of need at 100% f or househol d nenbers cl ai ned

or who could be cl ained as dependents on the senior
parent's, stepparent's, or ineligible alien parent's federa
i ncome tax return, excluding nmenbers of the assistance unit.

Exceptions: The needs of an individual (s) who is not in the
assistance unit due to a VIEWor |IPV sanction, failure to
comply with SSN requirements, failure to conply with the
decl aration of citizenship/alienage status requirenment, or
failure to cooperate with DCSE will not be all owed.

If the senior parent, stepparent, or ineligible alien parent
has not previously filed a return or states that he wll
claima different nunber of dependents for the current year
use the nunber of dependents he intends to claimfor the
current year.

Verify by statement fromthe senior parent, stepparent, or
ineligible alien parent.
TANF Transm ttal #22
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3) Support, including wage assignments paid to individuals not
l[iving in the home who are clained or could be clained as
dependents on the senior parent's, stepparent's, or
ineligible alien parent's federal income tax return

If the senior parent, stepparent, or ineligible alien parent
has not previously filed a return or states that he wll
claima different nunber of dependents for the current year
use the nunber of dependents he intends to claimfor the
current year.

Verify by statement fromthe senior parent, stepparent, or
ineligible alien parent.

4) Payments for alinmony and child support including wage
assignnents to individuals not clained on the senior
parent's, stepparent's, or ineligible alien parent's federa
incone tax return and not living in the househol d.

Verify by statement fromthe senior parent or the ineligible
alien parent.

The amount remai ning after the above deductions will be counted as
unear ned i ncone and deducted fromthe grant.

Failure of the client to verify the income of the senior parent or
the ineligible alien parent will result in ineligibility of the case.

In situations where the income of a senior parent(s) is being deened
avail able to nore than one assistance unit, the anmount to be deened
will be divided equally anmong the units for which the parent(s) is
responsi bl e.

Note: A lunmp sum paynment received by a senior parent or an
ineligible alien parent is considered available to the assistance
unit in the nonth of receipt only.

G Oher Cash Incone - The total ampunt of all other cash incone is to be
counted. Specific procedures apply to certain types of other incone:

1

Suppl enment to Standard of Assistance - In accordance with the option
provi ded under federal regulations,* the State Board has rul ed that

| ocal departnents of welfare/social services may supplenent in an
anmount sufficient to neet the difference between the 90% paynent
standard and the 100% st andard of need.

If a local departnment meets, fromlocal funds, the difference between
the proportionately reduced standard and the full standard, it nmust do
so in all cases and the anount of the supplenment is disregarded.

Assi stance from other sources - Any contribution from another agency
or organi zation nmust be counted as income unl ess such contribution is
for an itemnot included in the Standard (See Section 304.1).

CFR 233.20(a) (3)(vii)
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3.

6.

Home Energy Assistance - Paynments nade directly to a household for
hone heating or cooling provided by suppliers of home energy, such as
el ectric and gas conpani es and fuel oil dealers, must be counted as

i ncone. * \When paynents are received jointly by a household conposed
of TANF and non- TANF i ndi vi dual s, including SSI recipients, the TANF
assistance unit's pro rata share, based on the total nunber of persons
in the household, nust be considered as inconme to the TANF unit.

The pro rata share of non-TANF and SSI individuals is not to be
counted.** Note: Paynents nmade through the Virginia Energy Assistance
Program admi ni stered by | ocal departments of social services are not
consi dered honme energy assi stance and are di sregarded per Section
305. 4. A. 16.

Publ i c Assistance Benefits Received From Another State - It is
possi bl e for individuals who nove from another state to Virginia to
recei ve assistance fromboth states in the same nonth. However, the
assistance paid by the state of prior residence nust be considered in
determining eligibility and benefit amount in Virginia. The amount of
assi stance received by the assistance unit fromthe former state is to
be treated as unearned income in the nonth received.

Exanple 1: An applicant applies in Virginia on August 30 and receives
a grant from Pennsyl vania for $100 i n Septenber which covers the
period of the last week of August and the first week of Septenber. |If
the assistance unit is eligible for assistance in Septenber and the
SOA is $320, the $100 of unearned inconme is subtracted from $320, for
a grant of $220.

Example 2: A Goup Il locality receives an application on Septenber 2
requesting assistance for a parent and two children. The fanily
received a TANF grant from another state on Septenber 1 for $100
covering the period Septenber 1-15, and the case is terminated in the
fornmer state effective Septenber 15. The agency determ nes
eligibility on Septenber 10 (date of authorization). The first

payment is calculated as foll ows:

$320 - $100 $220 - nonthly deficit
$220/ 30 $7.33 - daily rate
$7.33 x 21 days = $153.93 - prorated deficit
$153 grant (rounded down)

5. Royal ti es are consi dered unearned i ncone.

I nterest earned on cash assets in excess of $10 a nonth, such as a bank
account or certificate of deposit, is considered unearned incone in the
nmont h received (avail able) and a resource thereafter, unless anticipated
to be received less often i.e., quarterly, annually, etc, in which case
it may be prorated over the period earned if requested by the
applicant/recipient. Policy in Section 305.1. B.2 is applicable in
determining if the incone is "reasonably certain" to be received and, if
so, the methods available to use to calculate the anticipated anount.
Exception: Interest accrued on exenpted VIDA or AFI A funds is not

count abl e i ncone.

* 45 CFR 233.20(a)(3)(xivV)
** 45 CFR 233.53(c)(2) TANF Transmittal 22
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(c) Deduct $30 from each individual's earned income if the working

Step (4)

(d)

(e)

(f)

(b)

(c)

menber of the assistance unit qualifies for this disregard.
Limt this disregard to twelve consecutive nonths.

Deduct one-third of the remai nder of each individual's earned
income if the working nmenber of the assistance unit qualifies
for this disregard. Limt this disregard to four consecutive
nont hs.

Deduct antici pated expenses, up to the all owabl e naxi mum as
specified in Section 305.3.B.6. for care of each incapacitated
adult/child (if chosen) included in the assistance unit if the
menber qualifies for this disregard.

Add any unearned incone to the adjusted gross earnings. The
result is net countable incone. Note: The TANF Match Paynent is
NOT count abl e unear ned i ncone.

Choose the appropriate Standard of Assistance for the applicant
and all menbers of the assistance unit fromthe appropriate
locality group (Section 304, Appendices 1 and 2).

Subtract the net income, including any unearned i ncome fromthe
Standard of Assistance.

If there is a deficit of $9.99 or less, the assistance unit wll
be ineligible for a noney paynment; but the case will be deened
to be eligible for TANF and will be carried as an active TANF
case.
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VWhen the responsibility for obtaining verification has been assunmed by
the worker, the client nmust be advised that if the agency or person
fromwhom verification has been requested does not respond to the
request, eligibility cannot be established. 1In these situations, the
Notice to Cient of Action nust be sent and the case record docunented
to reflect attenpts made to obtain verification. Copies of al

rel ati ve correspondence nmust also be in the case record.

If eligibility is established within the original 45-day processing
time, the original application date is protected in the foll ow ng

i nstances: when an application is denied as a result of (1) excess
val ue of real property or notor vehicles or (2) lack of required
verification, the initial application date nmust be used if subsequent
i nformati on which substantiates the applicant's eligibility or which
reduces the value of disputed resources is provided within the
original 45 day processing time. (See 401.3.F.5.)

Ongoing Eligibility

a. Interim Change Reports — Wien changes occur within the renewal
period that affect eligibility or benefit amount, the agency
nmust eval uate the change and take action to adjust the benefit
amount, if necessary. The agency nust meke adjustnments in
entitl enment and benefit anount based on reported changes and for
changes the agency initiates.

The foll owi ng changes nust be reported by the assistance unit
foll owi ng case approval

a) Changes in address (a new physical or nmailing address);
and

b) Changes in incone that place the assistance unit’s nonthly
i ncome above 130 percent of the federal poverty |evel
(FPL) .

Assi stance units must report the changes listed above within 10

cal endar days fromthe date the unit knows of the change. |If

t he change is not known until the end of the nonth, the change

must be reported by the 10" of the following nonth, i.e.

whet her gross monthly incone will exceed 130 percent of the FPL.
The 10-day period begins the day the change becones known to the
assistance unit. |If the assistance unit is uncertain of the
exact date or the exact anount of incone that has changed, the
10-day reporting period begins the day the change occurs. The
change may be reported on the Change Report form (032-03-051) by
t el ephone, face-to-face contact, by mail, or electronically.

The unit may also report a change of its circunmstances with the
filing of the InterimReport. Changes may be reported by an

assi stance unit menber or any person having know edge of the
assistance unit's circunstances. Wen the report is made by
mail, it may not reach the | ocal agency within the 10-day
period. The assistance unit will have net the reporting
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requirenent if the letter is postmarked within the 10-day
period. Substantiation of eligibility factors or verification
of any change requested by the worker nust be provided by the
reci pi ent as soon as possible but no |l ater than 10 days fromthe
date the information is requested.

VWhen a change in incone is reported or becomes known to the
eligibility worker, the agency must redetermne eligibility. If
the recipient reports the change to any other person in the
agency, the information nust be shared with all other agency
staff involved in the case

VWil e the assistance unit is required to report only the changes
i ndi cated above, the agency nust act on all information

recei ved. Additional changes requiring review of a recipient's
ci rcunmstances, may be initiated by:

e Information secured in the course of the periodic
renewal of eligibility or reported on an InterimReport;
e Know edge of an anticipated change; and,
e Information received fromother sources, such as, but not
l[imted to, systems matches.

Any change in circunstances reported by the client during the
nmont h shoul d be docunented in ADAPT and in the case record.

Action will be taken according to Section 305.1, page 11.

Substantiation of Eligibility - The recipient nust be advised of
the need to substantiate eligibility factors whenever a change
occurs in actual or expected incone that places the assistance
unit’s gross income (conbined earned and unearned i ncone) above
130 percent of the federal poverty |level based on size of the
assi stance unit, when there is a change of address or other

ci rcunmst ances, at each renewal of eligibility and when a change
is reported on an InterimReport. When changes that affect
eligibility or payment anmount occur after the case has been
approved, the responsibility for the change lies both with the
reci pient and the |ocal agency.

If required verification is not obtained or provided in tine to
prospectively determne eligibility for the next paynent or to
conplete a redeterm nati on by the due date, continuing

eligibility cannot be determ ned and the case will be suspended
for one month only. If verification is still not provided, the
case will be closed for the nonth follow ng the nonth of

suspension. (See 401.3.G.4.)

If verification is provided after the action to suspend has been
taken, the worker will reinstate assistance for the nmonth of
suspension, if appropriate. O, if verification which
establishes continued eligibility is provided after action to
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cl ose has been taken but before the effective date of closure,
the worker will reinstate assistance effective with the nonth
cl osure was to occur

C. Addi ng Persons Required To Be in the Assistance Unit - The
assi stance unit must report a new unit menber when conpleting a
renewal or InterimReport. |If a new unit nenber enters the hone

bet ween renewal s or InterimReport filing, the report is
considered timely provided the individual entered the hone after
the nobst recent renewal or Interim Report was conpleted. The
change to add a person required to be in the assistance unit

nmust be made by the agency within 45 days followi ng the date the
new menber was reported.

1) Eligibility for Paynments — Once the agency has secured
verification of categorical requirements and conditions of
eligibility have been net, the individual's needs, incone,
and resources are to be included in determ ning
eligibility and the amount of future payments.

If verifications and conditions of eligibility are
substantiated within the 45-day time frane for addi ng
persons or the 45-day period has passed and the agency can
docunent that the delay in providing categorica
verifications/nmeeting eligibility conditions was due to
good cause (beyond the assistance unit's control),
paynments beginning with the date the change was reported
nmust be recal cul ated considering the individual's needs,

i ncone and resources.

Regardl ess of whether the new individual's presence is
reported timely, if the required categorical verifications
are not provided or the conditions of eligibility are not
met until after the 45-day time frame established for
addi ng the individual, and the delay was not due to good
cause (beyond the assistance unit's control), eligibility
for retroactive paynents is to be determnined beginning
with the date the last required verification was received
by the agency or condition of eligibility was net. Any
under paynents identified must be corrected.

The above procedures will require the proration of the
first nonth's assistance in nost instances. (Refer to
Section 502.2.A.)

NOTE: Refer to 201.12 for the famly cap provision which
af fects newborn children, sone adopted children, and the
child subject to the famly cap provi sion who noves back
into a parent's hone.
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2) Repaynent of Overpaynents - If the new individual was not

reported timely, overpayments may exist. Follow
procedures in Section 503.7.G. to calculate the anmount
over pai d.
Exanple: A parent enters the home on Cctober 15 but is
not reported to the agency until January 8 of the
followi ng year. The |last renewal was conpleted in
Novenber, one nonth after the child entered the honme. Al
nmont hs beginning with the nonth after the child entered
t he hone nust be eval uated for possible overpaynents.

d. Addi ng Ot her Persons - A request to add an individual not
required to be in the unit, such as a caretaker-relative other
than a parent or EWB, will be processed within the normal 45-day
application processing tine frame, with eligibility effective no
later than the nonth foll ow ng receipt of the request per
Section 401.1.1.

3. Eval uation of Reported Information - To ensure the applicant/recipient
has provided all information necessary for the worker to nake a proper
determ nation regarding eligibility, every elenent on the SOF nust be
di scussed with the client at each application or renewal.
Additionally, when a change is reported by the client, all elenents
related to the change must be reviewed to ensure continui ng
eligibility exists.

VWen statenents, either witten or verbal, nmade by the client are

deenmed questionable, further evaluation of the client's circunstances

is required. Questionable information will include, but is not

[imted to, statements which are:

a. i nconmpl ete or uncl ear;

b. i nconsistent with statenents previously made by the
appl i cant/recipient;

C. i nconsistent with information known by the | ocal agency.

4. Inconme v. Expenses - In situations where it is obvious the client's

nmont hl y expenses exceed verified income, the worker shall discuss with
the client how nmonthly expenses are being met. The worker nmay not
require verification of the client's expenses as a condition of
eligibility. Furthernore, assistance nay not be denied or term nated
based solely on statenents made by the client. Rather, the worker
shall take this opportunity to explore the client's situation to
determne if unreported incone or resources are avail abl e which allow
t he assistance unit to neet nmonthly expenses.

* 45 CFR 233.20(a) (1) (V)
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The case record nust be clearly docunmented to accurately reflect the
client's substantiation of his/her situation. |If the worker and the
client are unable to resolve the client's circunstances, attenpts to
do so nmust al so be docunented in the case record. It is inmportant to
renmenber, however, that assistance can only be denied/term nated when
i ncone or resources are uncovered which, when verified, exceed
prescribed linmts or when the client acknow edges he/she has
unreported i ncone but refuses to verify the source and/or anount.

5. Fol | ow Up on Suspected Unreported Income - When the agency has reason
to believe that a recipient is receiving i ncone that has not been
reported, the eligibility worker will follow up on obtaining
information to substantiate the recipient's circunstances. Conmunity
conpl ai nts, expenses exceedi ng i ncone, a history of not reporting, and
cases with individuals living with the assistance unit whose incone
woul d be deened avail abl e are exanpl es of the situations which may
i ndicate the need to solicit additional incone information. Forns are
avail abl e in ADAPT that may be used for this purpose. The case record
must be docunmented regardi ng the agency's reason for sending the
income form However, the incone formis not an eligibility
requi renent; therefore, negative action cannot be taken for failure to
return the form |If the agency chooses not to use the income form
the case record nust contain docunmentation of the attenpts to clarify
the possibility of unreported incone.

Resources - Wirkers should al so nmonitor closely any situation in which
the verified resources of the applicant/recipient are at or near the
maxi mumresource limt. |[If the worker anticipates the value of the
resources available to the assistance unit will exceed the resource
[imt prior to the next redeternination, a special review should be
conpleted in the nonth it is anticipated the client's total resources
wi |l exceed the allowable reserve.

Face-to-Face Interviews - A face-to-face interview by the eligibility worker
is required at the tinme of initial determ nation and at |east every 12
nonths thereafter. The face-to-face interview shall be used to obtain
verification and to secure informati on necessary to conplete the
application/redetermnati on process. The interview may be conducted in the
of fice of the |ocal agency, the home of the applicant/recipient, or a place
agreeable to both parties. Hone visits may be deenmed necessary or
appropriate by the |ocal departmnent.
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Practices Specifically Prohibited - The follow ng practices are specifically
pr ohi bi t ed:

(a) Entering a hone by force, w thout knocking or under false pretenses.

(b) Maki ng home visits outside of working hours, unless such a visit
cannot be arranged during working hours because of the
applicant/recipient's enploynent, or a hone visit has been requested
by the applicant/recipient. Wen such visits are necessary, the case
record nust be documented accordingly. Making visits other than
specified is not acceptabl e under any circunstances.

(c) Searching in the home, in closets, drawers or papers, etc.

D. Recommendation Regarding Eligibility - The eligibility study must be
conpl eted as pronptly as possible, but in all cases within the time needed
to assure the assistance check, or notice of denial is mailed to the
applicant within 45 days followi ng the date of application.* Wen the
eligibility study is conpleted, the eligibility worker is responsible for
maki ng a reconmendation of eligibility or ineligibility. The recomendation
must be supported by the facts recorded in the eligibility case record.

* 45 CFR 206.10(a) (3)
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In the case of an individual added to an active case, the "TANF Initi al

Enpl oyability Assessnent” nust be conpleted within 90 days of the approved
effective date. "TANF Initial Enployability Assessnent” forms nust be filed
in the TANF case record.

401. 3 RENEWAL OF ELIGBILITY - Eligibility for TANF recipients nust be
redetermned on all eligibility factors subject to change at |east every 12
nmont hs, unless a shorter renewal period is required by Food Stanps.

A A renewal of eligibility cannot be considered conplete and the renewal date
cannot be updated in ADAPT until the follow ng requirenents have been net:

1. Al elements nust be reeval uated and substanti ated except date of
birth; relationship, if the caretaker remains the sane; citizenship
and social security nunber; or

2. If all required el enents have not been reeval uated and substanti at ed,
assi stance nust be suspended in accordance with Section 401.3 G. The
time limt on suspension of assistance (one nonth unless there is a
di fferent reason to suspend for a second nonth) is applicable to
renewal suspensions.

3. The nmonth in which the renewal of eligibility is due to be conpleted
is counted fromthe date of eligibility (include the month of initial
eligibility in this conputation) and any changes di scovered during the
revi ew process should be reflected in the foll owi ng nonth, unless such
changes are prohibited by the time standards.

Exanpl e: Date of Application - July 3
Date of Approval - July 20
BDOA - July 20
Renewal Due - June - Effective July 1

Date of Application - July 10

Dat e of Approval - August 7

BDOA - August 1

Renewal Due — July - Effective August 1

Date of Application - July 21

Dat e of Approval - Septenber 5

BDOA - August 1

Renewal Due — July - Effective August 1

B. A face-to-face interview nmust be conpleted with the recipient once every 12
nont hs.

1. A face-to-face interview may be conducted in the office of the Ioca
department of social services, the home of the recipient, or a place
agreeable to both parties which will insure privacy and
confidentiality. Hone visits nay be made as deened necessary by the
eligibility worker based on the recipient's circunstances. |f a hone

visit is made, the eligibility worker nmust conplete the
redeterm nation interview using the Application for Benefits or the
Eligibility Review form Parts A and B.
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2. The recipient's rights and responsibilities nmust be reviewed and
expl ai ned.
C. Joint Processing - The Food Stanp Act of 1977 requires that renewals for

TANF and t he Food Stanmp Program be handled in a single interview when the
foll owi ng conditions exist:

1. VWhen all persons in the case receive TANF and food stanps as the sane
househol d, and

2. VWhen the SOF is conpleted prior to the nonth or in the same nonth in
which the certification period ends. (Refer to the Food Stanp
Certification Manual, Volume V, Part Il, H) The provisions in

Section 401.1.A. also apply to renewals.

Joint processing is also required when conducting an Interim Report review
TANF and food stanp cases with the same case nunber will receive one Interim
Report. Information provided nmust be used to determ ne both food stanp and
TANF eligibility.

D. Overdue Renewals - In the event that a renewal of eligibility is not
conpl eted according to the above, the worker will adjust the time frane by
scheduling the intervals at no later than 12 nonths fromthe nonth in which
the application is conpleted. Exanple: The regularly schedul ed renewal was
due to be conpleted in January; however, it is not done until March to be
effective April 1. The next renewal will be due in March.

E. Est abl i shing Separate Assistance Units - A new application nmust be conpl et ed
when an individual or famly separates froma famly group which is
recei ving assistance and forns a separate assistance unit. The new
application nust be processed in accordance with policy.

F. VWhen Conpletion of a New Application |Is Not Required

1. Addi ng an individual to an existing assistance unit. Verification of
all eligibility requirenments nust be obtained on the new individual
and an eval uation of the new assistance unit's need and eligibility
must be nade. (See 401.2 B.2.c. and d.)

2. A guardi an, committee, or personal representative payee is appointed
or the payee changes. The new payee, identified as conmittee or
personal representative, nust sign a new SOF

3. Emer gency Assistance is granted to a current recipient of TANF
4. The action to deny an application is reversed by a hearings decision
5. Action taken to deny an application or close a case as a result of

excess val ue of real property or notor vehicles or lack of required
verification is reevaluated as a result of information received by the
wor ker within 45 days of the application date or prior to the
effective date of closing and eligibility is determned to exist.

(See 401.2.B.)
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G

Suspensi on of Assistance* - The grant may be suspended for one nonth when

t he agency has reason to believe that ineligibility will exist for only that
month. The grant may be suspended for two consecutive nonths only when the
reason for suspension in the second nonth is different than the reason for
the suspension in the first month. There shall be no instances in which a

case i s suspended for nore than two consecutive nonths. |If the infornmation
needed to establish continued eligibility is not provided or renders the
case ineligible, the payment for the following nonth will be termnm nated and

t he case cl osed.
Suspensi on of a payment is appropriate when:

1. Actual incone is being used to cal culate the paynment according to
policy in Section 305.1.B.2. and it is anticipated the recipient wll
receive a periodic extra pay check in the paynment nonth.

2. Anti ci pated i ncone causes ineligibility for one nonth.

3. The agency cannot contact the client and contact is necessary to
establish continuing eligibility and the client cannot be |ocated or
agency mail to the client has been returned by the post office. The
case record nust be docunmented on agency efforts to |locate the client.
Suspensi on shall occur as soon as administratively possible.

4. Informati on needed to verify a change in circunstances or to
substantiate eligibility is not provided in time to inpact the next
paynent. (See 401.2.B.2.)

5. The custoner fails to appear for a renewal interview
6. The custoner fails to return an Interim Report.

Exception: The full grant is sanctioned (i.e., the case is eligible for $0
grant) when a VIEWparticipant is not in conpliance with VI EWwork

requi renents. Since the TANF case is not closed for a VIEWsanction, the
sanction is inmposed by a suspension of the grant using the appropriate
suspensi on code.

InterimReporting - Interimreport filing is required for all cases, unless
they are exempt fromfiling as noted bel ow. Assistance units subject to
interimreporting nust file an InterimReport by the sixth month of the
renewal period. The assistance unit conposition and financial circunstances
reported on the InterimReport will be the basis of the TANF benefit anopunt
for the remai nder of the renewal period, unless the assistance unit reports
addi ti onal changes after filing the Interim Report.

1. Exenption fromFiling

a. Al'l adult nenbers of the assistance unit are elderly (60 years
of age or ol der);

* 45 CFR 233. 34(d)
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b. Al'l adult menbers of the assistance unit are disabled as
evi denced by receipt of incone payments, such as SSI or Soci al
Security Disability payments. Refer to the Definitions Section
of the Food Stanp Certification Manual for a conplete list of
persons consi dered di sabl ed for purposes of interimreporting;

C. Al'l assistance units that are honeless (lack a fixed address and
regul ar nighttine residence). Refer to the Definitions Section
of the Food Stanp Certification Manual for a conplete definition
of persons consi dered honel ess; and

d. Al mgrant or seasonal farm workers (workers who had to travel
to do farmwrk and who were unable to return to their pernmanent
resi dences in the sane day while doing farmwrk on a seasona
or temporary basis). Refer to the Definitions Section of the
Food Stamp Certification Manual for conplete definitions of
m grant and seasonal farmworkers.

Al'l other assistance units are subject to interimreport filing.

InterimReport Filing — An assistance unit that is required to file the
InterimReport must have a 12-nmonth renewal period. On or about the
twentieth of the fifth nonth of the renewal period, the State Departnent of
Social Services will create and mail the InterimReport to all assistance
units so identified by the EWin ADAPT. Upon identifying cases due an
InterimReport and producing the information for the InterimReport each
nmont h, the ADAPT systemw || suspend the case's eligibility. A list of
cases sent the InterimReport and a copy of the InterimReport for the
household will be available to the | ocal agency through the Data Warehouse.

1. Client Responsibilities

The assistance unit must conplete the InterimReport and return it to
the I ocal agency by the fifth day of the sixth nmonth. |[If a change in
circunmstances is reported, the assistance unit must supply
verification of the changed el enents. The assistance unit mnust
provi de additional information or verifications as requested by the

| ocal agency within the tine allowed. In TANF only cases, the
car et aker (parent or specified relative with whomthe child is |iving)
or an authorized representative designated by the caretaker mnust
conplete the InterimReport. In joint TANF/ Food Stanmp househol ds, the
form may be conpl eted and signed by any responsi bl e househol d nmenber
or authorized representative
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Agency Responsibilities

The | ocal agency nmust review the list of cases sent the Interim
Report against the returned forns. |If an assistance unit fails
to return the formby the fifth day of the sixth month of the
renewal period, the agency nmust send the assistance unit another
formalong with the Interim Report Form - Request for Action
(032-03-649). The assistance unit will have 10 days fromthe
mail date to return the second Interim Report.

InterimReport Evaluation - The agency nust assess Interim Report
forns received fromassistance units. Note: The assistance unit does

not
t hat

1

need to submt verification of self-enploynent or contract incone
has been aver aged.

InterimReport Returned Tinely - If the assistance unit returns
the InterimReport timely and there are no changes in

ci rcunmst ances, the EWnust rescind the suspension and reinstate
the case in ADAPT. |If there is a change in eligibility or grant
amount as a result of information received on the Interim
Report, the grant nust be revised and an adequate notice sent.

InterimReport Not Returned Tinely - If the returned Interim
Report is inconplete or |acks required verifications of reported
changes, the agency nust send the Interim Report Form — Request
for Action (032-03-649), and the original InterimReport to the
assistance unit. The unit will have 10 days to supply
information, verification, or to conplete the form The agency
nmust phot ocopy the inconplete InterimReport before sending the
form back to the assistance unit.

The agency nust consider the report inconplete if:

e The formis not signed by an individual listed in Section
401.3.1.1;

e The unit fails to subnmit verification of changed incone,
resources, or residency;

e The unit fails to provide informati on needed to determ ne
eligibility or benefit Ievel; or

e The unit failed to address all questions.

If a conpleted InterimReport and required verification are
returned within the 10-day time frame, the EWnust make

adj ustents, as needed, to reflect information fromthe Interim
Report in eligibility or benefit ampunt effective the seventh
month. The EWnust notify the assistance unit of the benefit
cal cul ati on based on the InterimReport for the second half of
the renewal period and act to reinstate the case in ADAPT after
the evaluation of the Interim Report. The agency nust provide
an adequate notice to notify the assistance unit of the benefit
cal cul ati on.
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3. InterimReport Not Returned or Returned Inconplete - If the
assistance unit fails to return the InterimReport or the
followup InterimReport or if the assistance unit fails to
provi de needed verifications and the original Interim Report
returned for conpletion, the EWnust act to cl ose the case
effective the last day of the sixth nonth. The assistance unit
will not receive benefits beginning with the seventh month. The
agency does not need to send either an advance or an adequate
noti ce when the assistance unit fails to subnit a conpleted
InterimReport or fails to take required actions or to supply
requested verifications.
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401. 4 NOTI FI CATI ON TO APPLI CANT/ RECI PI ENT - Federal regul ations require that
adequate and tinely notice be sent to applicants and recipients to indicate that
assi stance has been authorized, denied, increased, reduced, or term nated.

"Adequat e" means that the notice is received not later than the effective date of
the action and includes a witten statenment of what action the agency intends to
take, the reason for the action and the specific policy supporting the action. In
the case of an assistance unit which has no permanent dwelling or fixed address
and is otherw se considered honel ess, the notice nust be avail able at the | oca
agency or miled to another destination agreed upon by the client, such as a
nonprofit agency or shelter, |ocal post office, etc., to ensure it will arrive at
such destination not |later than the effective date of the action

"Timel y" neans that the notice is nmailed, or available at the | ocal agency in the
case of an assistance unit which is honeless, at least ten (10) days before the
ef fective date of the action, excluding the date of mailing and the effective

dat e.

In certain situations tinely notice is not necessary but adequate notice is always
required.

A Action Requiring Adequate Notice - Adequate notice must be sent to the
appl i cant/recipi ent* whenever:

1. Case action is taken to approve or deny an application or a request
for an increase in grant; or

2. There has been a del ay beyond the time standard in acting upon an
application or a request for an increase in grant; or

3. Case action is taken to increase the ampbunt of assistance; or

4. Case action is taken to include an additional eligible person in the
grant or to change the nunber of eligible persons if no decrease in
assi stance results; or

5. Case action is taken to change the payee or the method of paynent;

6. An assi stance unit is due a revised anbunt of benefits (increase or

decrease) or the unit is ineligible for benefits based on the
eval uation of a conpleted InterimReport.

*45 CFR 206.10(a) (4)
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6. A reevaluation of eligibility based on information received within 45
days of the application date or prior to the effective date of case
cl osi ng occurs.

The notice shall be sent imediately followi ng the case action or at the
expiration of the tinme standard for processing applications, as appropriate.

The Notice to Cient of Action is used for this purpose. The notice shal
state the anpunt of assistance; the anmpbunt of the TANF Match Paynent (when
applicable); the reasons for the action or failure to act and the
regul ati ons supporting action taken; and explain the applicant's/recipient's
right to request an agency conference and/or to appeal if he disagrees with
the action. A copy of the leaflet, "Appeals and Fair Hearings," nust be
attached to the formif this information is not printed on the back of the
form Fill in the necessary information on the leaflet. (Refer to the Food
Stanp Manual, Part Xl X, Appendix I, for a list of legal aid offices in the
state.) If the appeals and fair hearings information is on the back of the
form the worker must enter information about the |ocal |egal aid program on
the front of the form

B. O her Action Requiring Adequate Notice - The form Advance Notice of
Proposed Action, will be used to provi de adequate notice in certain
situations, however, it is not necessary to send it 10 days prior to the
effective date of the action. The notice nust reach the client no later
than the effective date of action. |In any situation |isted below the
assi stance check will not be mailed in the original anpbunt. The follow ng
situations would warrant an adequate notice.*

1. The agency has factual information verifying the death of a recipient
or of the payee when there is no relative available to serve as new
payee and no person who can serve tenporarily as energency payee.

2. The agency has verified that any menber of the unit has been adm tted
or committed to an institution in which he does not qualify for public
assistance.* Note: See policy in 201.5.B to evaluate continued
eligibility.

3. The reci pient's whereabouts is unknown and agency nmail directed to the
payee has been returned by the post office indicating no known
forwardi ng address. (The recipient's check nmust, however, be made
available to himif his whereabouts become known during the paynent
peri od covered by a returned check.)*

4. A recipient has been accepted for assistance in a new jurisdiction
within the state and the locality previously providing assistance has
witten evidence establishing that fact.*

5. The agency has witten evidence that the TANF child(ren) has been
renoved fromthe home as a result of a judicial determ nation or has
been voluntarily placed in foster care by his | egal guardian.*

* 45 CFR 205.10(a) (4)(ii)
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6. A special allowance granted for a specific period (for exanple,
correction of a prior underpaynent) is termnated and the recipient
has been informed in witing that the all owance shall automatically
term nate at the end of the specified period.*

7. VWhen a recipient requests term nation of assistance in witing. Such
request is made by witten statement, signed and dated by the
recipient. |If the recipient fails to enter the date, the worker nust

enter the date such statenent is received in the agency.*

8. VWhen a recipient becones a patient receiving skilled care,
internediate care or simlar other long termhospitalization. Note:
See policy in 201.5.B. to evaluate continued eligibility.

9. VWhen the customer provides a signed, witten statenent:

a) providing i nformati on which requires term nati on or reduction of
assi stance; and

b) i ndi cating that the customer understands that action to reduce
or term nate assistance nmust be taken in response to the
i nformation provided. *

C. Action Requiring Tinely Notice - Federal regulations,** require that in
certain cases of proposed action to term nate, or reduce assistance, the
Advance Notice of Proposed Action nust be sent to the client. |If a change

requires both a reduction or termnation in public assistance benefits and a
reduction or termnation in food stanp benefits, the | ocal agency shal

i ssue a single advance notice of proposed action for both the public

assi stance and food stanp action.*** Tinmely notice must be sent to the
reci pi ent whenever the case is determned to be ineligible and whenever the
grant must be reduced based on a change in the circunstances reported by the
client or fromany other source.

VWen the proposed action is to sanction a case for nonconpliance with the
Virginia Initiative for Enploynment not Welfare (VIEW, advance notice mnust
be given using the Advance Notice of Proposed Action, 032-03-018/21
(I'ntranet version). A copy of the notice must be sent to the Enpl oynent
Services Wrker to file in the VIEWrecord. (Refer to Chapter 1000, pages
58- 66.)

* 45 CFR 205.10(a)(4)(ii)
** 45 CFR 206. 10(a) (4) (i)
**x 7 CFR 273.12(f)(4) (i)
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The foll owi ng procedures are to be followed in preparing the Advance Notice
of Proposed Action Form

1. The formnust be mailed to the recipient at |east 10 days, whichever
is deemed appropriate in accordance with the definition of "tinely,"
before the action taken is effected.

a. VWhen the action being taken is a reduction, neither the date of
mai ling nor the effective date is included in the ten (10) days.

Exanmpl e: Advance Notice of Proposed Action is mailed on the
20t h day of June, indicating reduction of assistance effective
July 1.

b. VWhen action is being taken to suspend or term nate benefits,
neither the date of mailing nor the date of noni ssuance (the
first day of the following nonth) is included in the 10 days.

Exanpl e: Advance Notice of Proposed Action is mailed on
April 20, indicating that assistance will be termn nated
effective April 30.

2. The notice nust include a statenent of what action the agency intends
to take.
3. It nust include the reasons for proposed action. |If the proposed

action is to suspend assistance due to the inability to verify a
change in the client's circunstances (see Section 401.2.B.2.), the
Advance Notice of Proposed Action nust also include a statenment that
if necessary verification is provided, assistance will not be
reinstated if such verification renders the case ineligible.

4. The specific policy citation requiring the proposed action nmust be
entered.
5. In cases of grant reduction, the new anmount of the grant nust be
entered.
D. Action Requiring TANF Match Paynent Change Notice — A TMP change notice will

be sent monthly to each TANF case scheduled to receive a TMP in the
followi ng nonth. The State Department of Social Services will send the
change notice only to the assistance units actually affected by the change.
The notice will include an explanation of fair hearing rights and
responsibilities.

Assi stance units nust receive the notice no |ater than the benefit
availability date

E. Refer to Sections 102.5, 102.8 and 102.13 regardi ng notice requirenments
relating to I PV policy and ADH procedures.
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F. Nei t her an advance notice nor an adequate notice is necessary when the
assistance unit fails to return a conpleted InterimReport, provided the
agency mailed the assistance unit an Interim Report Form — Request for
Action formand another InterimReport or the original inconplete form

401.5 | NFORVMATI ON TO BE G VEN APPLI CANT/ RECI Pl ENT -

In the process of determining eligibility, the worker must provide the
applicant/recipient with the follow ng i nformation

a. The applicant/recipient's responsibility to provide accurate and
conplete information to the best of his ability.

b. I nformati on Regarding Tinely Reporting of Changes*

1. Applicants are responsible for reporting required changes wthin
10 days of the date of the Notice of Action to approve.
Requi red changes that occurred after the face-to-face interview,
but before the Notice of Action to approve nmust be reported
within this 10 day tine frame.

2. Reci pi ents of TANF nmust report inconme changes when the tota
i ncome exceeds 130 percent of the federal poverty |evel based on
assistance unit size at the tine of approval or the Interim
Report evaluation, as outlined in Section 401.2.B.2

3. All recipients are required to report address changes (a new
physical or mailing address) within 10 days of the change.

4. Al VIEWparticipants are required to report changes in gross
count abl e i ncone of greater than 130 percent of the federa
poverty | evel based on size of the assistance unit, other
changes pertinent to participation in VIEW including changes in
the need for supportive services.

5. Al'l assistance units nust conplete an annual renewal, unless a
shorter renewal period is required by Food Stanmps. |In addition
an interimreport must be submitted by the sixth month of the
renewal peri od.

Exampl es of changes which could affect eligibility or ambunt of paynment are:

e Parent returned honeg;

e New or changed ampbunt of earned or unearned i ncone received,

e Change in the number of famly, child born or entered hone, individua
| eft, person deceased,;

e Sold or received real property;

e Received cash resource/lunp sum

* Code of Virginia, Section 63.2-513
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Appl i cants/recipients must be advi sed of changes not required to be reported
that may increase benefits, such as |loss of incone and additional famly
nmenbers in the hone.

C. Liability for failing to report changes.
d. Met hods of Reporting

The Notification of Change form nust be given, with an explanation of its
use.

Changes may be reported by tel ephone, in person, or in witing.

e. The agency's responsibility to conplete the application within
45 days fromthe date of application or nake indicated changes
i n amount of payment as necessary.

f. The applicant/recipient's right to appeal if action is not taken
on his application or request for an increase within the
required time period of if he is dissatisfied with the agency's
action.
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401. 6

t. Upon recei pt of a notarized acknow edgenent of paternity form
notify the applicant/recipient that paternity has been
establ i shed.

u. The applicant/recipient nust be advised that if any individua
who is included in the A U does not have a SSN it mnust be
provi ded or proof of application must be provided.

V. The applicant/recipient nust be advised that when current
support, greater than $50, is being collected by the Division of
Child Support Enforcement, the TANF recipient nay receive a TANF
Mat ch Payment per Section 304. 4.

wW. Provi si ons regardi ng conti nuati on of DCSE services follow ng the
term nation of assistance.

X. The provisions described in Section 401.1.A. regarding the
single interview and joint application process for TANF and food
stanps must be explained to the applicant/recipient.

y. Provisions for transitional child care benefits per Section
401.8.
z. In situations where the assistance unit is honel ess, the worker

nmust explain the need for the caretaker to keep in contact with
the | ocal agency and/or frequently check the nutually agreed
upon destination where correspondence and checks will be nmail ed.
The case record nust be docunented to reflect where the unit
wants to receive notices and checks.

aa. Provisions of the famly cap policy per Section 201.12
bb. 60-month limt on recei pt of TANF provision

cc. The applicant/recipient's right to voter registration services
in accordance with the National Voter Registration Act of 1993.
Refer to Appendix II of Chapter 400 for applicable policy.

The worker nust explain that certain contacts, when appropriate, require
witten consent (i.e., doctors, banks, etc.).

In addition to being given the above information orally, the applicant nust
be given the "Tenporary Assistance Prograns" bookl et (Form #032-01-002), the
"Virginia Medi caid Handbook," and the "Child Support and You" booklet (Form
#032-01-945). A recipient who indicates at the tine of the six-nmonth revi ew
that he does not have a copy of the Temporary Assistance Prograns bookl et
must be given a copy.

| MPACT ON MEDI CAI D

See the Medicaid Manual, Volunme XllI, to deternmine Medicaid eligibility for TANF
appl i cants/recipients.
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PROVI S| ON REGARDI NG PAYNMENT 7/ 03 502.1

502.1 AMOUNT OF PAYMENT -

A

In the TANF Program - The anmpunt of the nonthly payment is the

amount of the budgetary deficiency (the appropriate standard of assistance
for the assistance unit, as specified in Section 304, |ess countable
incone, as specified in Section 305), plus the TANF Match Paynent, if any,
adjusted to the next |ower dollar, except as provided bel ow

1

Maxi mum Rei nbur sabl e Paynent in TANF - Because of limtation in State
funds in the TANF category, the State Board has approved for purposes
of reimbursenment to |localities:

a. A ratabl e reduction in the standard of need for TANF

b. An overall maxi mum amount of paynent established for each group
of localities, as shown in Appendix 2 to Section 304.

Any locality wishing to neet up to the full (100% standard of need
and/or to nmeet the full budgetary deficiency, even though in excess
of the maxi mum rei nbursabl e amount may do so provided (a) the ful
(100% standard of assistance is not exceeded in determ ning need,;
(b) the additional cost is paid fromlocal funds and (c) the

percent age of need met and/or the policy with respect to paynent are
used in all cases in the locality.

Note: When a TANF Match Paynent is included in the nonthly paymnent,
and the TANF benefit, plus the TANF Match Payment, exceeds the

maxi mum for the assistance unit, the maximnumw Il not apply and the
full anobunt of the conmbi ned paynent will be issued. However, the
amount representing the TANF benefit must not exceed the maxi num for
the size of the assistance unit.

Hold Harm ess Payment - A portion of the nonthly TANF assi stance
payment which represents the amount of the support collection for a
month up to the difference between the unit's deficiency and the
maxi mum r ei mbur sabl e paynment.* This policy expires effective August
31, 2003

M ni rum Paynent - |f the budgetary deficiency is |less than $10.00, no
paynment is made. However, if an assistance unit's ineligibility is
based solely on this mnimum paynment provision, the case will be

approved and retained as an active TANF case.

The m ni mum paynment rul e does not apply when a conbi ned paynent
(mont hly benefit plus TANF Match Paynent) is issued. The check will
be i ssued provided the conbi ned paynent is at |east $1.00.

* 45 CFR 232.21
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4. An energency payee in an existing case, when a situation, such
as sudden death, desertion, inprisonnment, or conmmtnent to a nenta
hospital, unexpectedly deprives the child of the care of the grantee-
relative. Paynent to an energency payee is for a tenporary period,
limted to the time necessary to make and carry out plans for the
child' s continuing care and, in any event, not exceed three nonths.

B. Vendor Payment - The provider of goods and/or services.

502.5

| SSUANCE OF PAYMENT

A | ssuance Date -

1

The nonthly noney paynment, if effective the date of agency action
shoul d be issued as soon thereafter as administratively possible. If
effective the first of the followi ng nmonth, paynment should be issued
promptly on that date. Subsequent ongoi ng nmonthly paynents will be
mailed on the first of the nonth to cover the needs for that nonth.

Suppl erental Paynent - A supplenmental paynent is defined as a paynent
given in addition to the pre-authorized assi stance paynent as a
result of a change in circunstances which increases need for a

speci fic nonth.

Suppl ementary checks are to be issued i mediately using an effective
date of the first of the nonth for which the check is being witten.

Vendor Paynents are to be issued after the end of the nmonth, upon
receipt of a bill fromthe provider of goods or services. Wen
protective vendor paynents are nade in TANF, under conditions
specified in Section 502.7, it may be necessary in sone instances to
i ssue such paynents at intervals during a nonth.

TANE Mat ch Paynents — TANF Match Paynments are defined as current
child support paid on behalf of a case, |ess $50. The Match paynents
are issued in the second nonth follow ng receipt and are issued with
t he TANF benefits as a single paynent.
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Example 1: In June the worker discovers that a child left the hone in August
of the previous year. The child should have been reported no later than the
| ast renewal or InterimReport filing which was in February. Overpaynents
must be cal cul ated beginning with the March paynent. The over paynent anpunt
is the difference between the grant received each nonth and the correct grant
for the actual nunber of eligible menbers living in the househol d.

Example 2: In June 1993, a recipient is found to be joint owner of a
certificate of deposit (CD) purchased in Septenber 1992 by her grandfather
a non-unit nenber. The CDis valued in excess of the TANF resource limt.
The reci pi ent provides evidence that she was unaware of her joint ownership
of the CD until her grandfather told her of its existence in March 1993.

In this situation the CD is considered unavailable for the nonths the

reci pient was able to denmonstrate that she had no know edge of the resource.
From March 1993 forward, the resource is considered available to the

assi stance unit and nust be counted in cal cul ati ng over payments.

Overpaynents Resulting fromlncorrect Conposition of the Assistance Unit
VWhen it is discovered that an individual required to be in the assistance
unit is living in the home, it nust be determined if an overpaynent
occurred. This deternmination is to be nade as foll ows:

1. Redetermine eligibility for each month begi nning with the nmonth
followi ng the nonth the individual entered the home or was required to
be in the assistance unit, including the individual's needs, actua
i ncome, and resources. Any resulting overpaynments nust be
recouped/ recover ed.

2. If during the period in which the individual was required to be in the
unit he had no income or his needs exceeded his incone, an under paynent
has occurred only for the nonths in which all categorical requirenents
were net and the conditions of eligibility are retroactively deenmed to
be met per Section 401.2.B.2.c. (See Section 503.9.)

H. Total support collected by DCSE, as identified on the Notification Report,
must be deducted from TANF over paynents.

Exanpl e: A $354 TANF paynent was made for the nonth of April which included
a $100 Match Paynent. The anpunt subject to recoupnent is $254, m nus
total support collected by DCSE in April (the nmonth the overpaynent
occurred), which was $75; therefore, the April overpaynent is $179.

l. In localities nmeeting the standard of need, only the standard of assistance
State/federal share of the TANF overpaynment is to be reported to Financia
Management. Each locality is then responsible for recovery of the |oca
share of the overpaynment directly fromthe client.

J. Calculating a VIEW Overpaynent — A VI EWoverpaynment occurs when a VIEW
partici pant receives a paynent or purchase on his behal f which is an anpunt
greater than what he is eligible for or for which he is ineligible as a
result of the client wthholding or providing false information

The worker nust determine if the participant is still eligible for services
and determ ne the correct cost of the services that the participant woul d
continue to receive.
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SUPPORT FROM LEGALLY

RESPONSI BLE PERSONS TANF MANUAL CHAPTER 600
DETERM NATI ON OF RELATI VES
ABILITY TO SUPPORT 7/ 03 602.1 - 602.3

602.1 REDI RECTI ON OF SUPPORT MONI ES FROM NON- CUSTODI AL PARENTS - Federa
regul ati ons* state that in cases where an assignment of support is effective,
support paynents shall be made to Support Enforcenment. The assignnent is

ef fecti ve upon case approval. Therefore, any child support, including court
ordered support, paid to the assistance unit fromthe non-custodial parent
subsequent to case approval mnmust be redirected to Support Enforcement. Once this
support is redirected, it will not be considered in determ ning the anount of
payment, until such time as the net support, when added to ot her countable incone,
is sufficient to neet the total needs of the assistance unit.

TANF reci pients who have redirected all child support paid to the assistance unit
fromthe non-custodial parent to the Division of Child Support Enforcenment (DCSE)
may be entitled to a TANF Match Paynment. Wen current nonthly child support

coll ected by DCSE exceeds $50, a TANF Match Paynent in the ambunt that exceeds $50
will be issued to the TANF recipient.

MONTH 1 MONTH 2 MONTH 3
Non- cust odi al parent DSS recei ves DCSE s TANF Match Paynent of $103
pays current nmonthly report show ng total i ssued to TANF reci pi ent.
support of $153 to amount of current (Reci pients continue to
DCSE. DCSE sends $50 support collected to |receive $50 disregard
di sregard to TANF Di vi si on of Benefit check.)
reci pi ent. Progr ans.

602. 2 TREATMENT OF SUPPCORT - The follow ng sections will outline when support
received froma non-custodial parent in cash or in-kind is to be considered
avai l able to the assistance unit and counted accordingly. The term"total needs"
used in the following is the statew de standard of assistance. The |ocal worker's
responsibility is limted to deternm ning the ambunt of support received by the
applicant/recipient fromnon-custodial parents, and determning eligibility and
anmount of assistance paynent based upon the policy set out bel ow.

602. 3 SUPPORT FROM NON- CUSTODI AL PARENTS ABSENT FROM THE HOVE

During the initial determination of eligibility, the first $50 of nonthly child

support received, or expected to be received, by the applicant will be disregarded
inthe eligibility screen and grant calculation. |f the anount received or
expected to be received is less than $50, the entire anpbunt is to be disregarded.
Al'l remaining support (net countable) will be considered as incone for conputing

t he amount of any payment made to the family for a period prior to the first
assi stance check. This procedure applies to A., B., C., and D. bel ow.

If the famly is determned to be otherwi se eligible according to policy,

assi stance nmust be granted without delay. Child support received fromnon-
custodi al parents during the application processing stage, less the first $50 of
total support received, or expected to be received, will be considered as incone
to the AU for any paynent nade to the famly for a period prior to case
approval. The disregard of the first $50 of child support is also applicable to
support received, or expected to be received, froma putative father during the
application processing stage. Additionally, this disregard will be applied to
support fromthe putative father subsequent to case approval until the recipient
redirects such support to the Division of Child Support Enforcenent.

* 45 CFR 302.32 (A TANF Transmittal 22
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B. Absent Spouse of the Caretaker who is a Relative of the Specified Degree
QO her Than Parent of Eligible Children - Deternmine if the absent spouse of
such caretaker is paying support and/or alinmony and the amount contri buted.
If the anpbunt being paid, when added to other countable incone of the

car et aker, equals or exceeds that individual's needs, the caretaker will be
excluded in determ ning the anmount of assistance paynment. |If the anount is
i nsufficient when considered as above, the caretaker will be eligible to be

included in the assistance unit. Support/Alinmony received by the caretaker
must then be conbined with gross support being received fromthe absent
parent of the eligible children. (See Section 305.4.E.2 regarding the
calculation of the initial paynent(s)). Future support/alinony paynents
recei ved after case approval must be paid to the Division of Child Support
Enforcenent and this income will be disregarded. The ampunt of assistance
payment will be conputed based on total needs m nus countable income, up to
t he maxi mum rei nbursabl e anount. (Refer to 302.2.) |If the caretaker is
recei ving alinony only, (support not conmingled with child support) this is
to be retained by the assistance unit and counted as income to the unit.
The $50 disregard is not applicable.

C. Absent Spouse of the Parent of the Eligible Children - Support or alinmony
paid to an eligible child' s parent in the assistance unit (this parent mnust
be in the assistance unit unless one of the criteria in 302.6.D. exists)
nmust be considered as incone to the unit. Conbine the support/alinony of
the eligible child s parent with support received fromthe absent parent of
the child. The first $50 of total gross support received by the parent and
eligible child(ren) will be disregarded in determning eligibility. |If the
net anount being received, when added to other countable income, equals or
exceeds the appropriate standard of assistance, eligibility does not exist.
(See Section 305.4.E.2 regarding the calculation of the initial nonth's

paynment(s)). |If the amount is insufficient when considered as above, future
paynments received after case approval must be paid to Division of Child

Support Enforcenent and will be disregarded in determ ning the anount of the
assi stance paynent. |If the caretaker is receiving alinony only (support not

conmmingled with child support) this is to be retained by the assistance unit
and counted as inconme to the unit. The $50 disregard is not applicable.

D. Putati ve Father Absent fromthe Hone - Cash contributions froma putative
father, less the first $50, will be counted as incone against the grant, in
t he amount received by the assistance unit, until these contributions are
redirected to the Division of Child Support Enforcenent. (See 305.4.E.3
for treatnment of cash contributions fromputative fathers.) Once the
contribution is redirected, the anount of the assistance paynment will be
conput ed based on the standard of assistance for the unit mnus other
count abl e i nconme, up to the maxi mum rei nbursabl e paynent.
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602.5 HANDLI NG OF SUPPORT PAYMENTS COLLECTED BY THE STATE

State and federal regulations require that all support paid for or on behalf of a
child or caretaker receiving TANF nust be directed to the State as a refund toward
public assistance paid on behal f of such children or caretaker.*

Federal regulations require the Support Enforcenment agency to notify the agency
adm ni stering the TANF program of the amount of support collected which
represents paynent on the required support obligation for each month. The
notification requirenents are acconplished by the listing sent nonthly to the

| ocal agencies titled Notification Report. This report shows support collected on
the required support obligation by the State in the prior nonth and is furnished
to the localities no later than 30 days after the nonth in which the support was
collected. The local agency adm nistering the AFDC programis required, upon
being informed of this amount, to deternmine if such paynment is sufficient to make
the famly ineligible for an assi stance paynent.**

Federal regul ations also require an anmobunt not to exceed the first $50 of support
col l ected, which represents a paynent on a current support obligation, to be paid
to the assistance unit and di sregarded in determ ning need and the amount of an
assi stance paynent. |If such anpbunts collected are fromtwo or nore absent
parents, only the first $50 of total support collected will be paid to the

assi stance unit and di sregarded. No disregard paynment, shall be nmade, however,
for a nonth in which there is no support collected. **

A Notification Report

The Notification Report displays all support paynents received on the
requi red support obligation from non-custodial parents for the nmonth
identified on the report. The anmount of the TANF Match Paynent (tota
current nmonthly support, mnus the disregard) will also display on the
Notification Report.

This report must be reviewed nmonthly. The anmount of support shown on the
report should be used in two ways. First, add the support, |ess the support
di sregard, if applicable, to other gross income and screen agai nst the
maxi mum i ncone | evel. (See Section 305.1 and Appendix 2 to 305). Secondly,
if the case remains eligible, the agency nust determine if the net support
pai d when added to any other countable income would cause the case to be
ineligible. If the case is determined to be ineligible, action nmust be
taken to close the case, based on the amobunt of net support coll ected.

* 45 CFR 232.11
* Section 63.1-273, Code of Virginia
** 45 CFR 232. 20
** 45 CFR 302. 32
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Payments made to the State in a nmonth which exceed the grant anount will be
mar ked by an asterisk. The cases identified in this manner may be
ineligible for assistance when net support is considered in relation to the
maxi mum i nconme | evel or in determ ning whether need exists in a particular
case. It is the responsibility of the | ocal agency worker to redetermne
financial eligibility, based on the current circunstances of the case, and
t ake appropriate action to close if net support plus any other countable

i ncome equal s or exceeds need. |In this situation, "current circunstances"”
is defined as the income counted in the grant conputation in the nonth the
notification report is received.

Exanpl e #1: A recipient received a $79 grant in August due to receipt of
$128 per month in social security benefits. The notification report for
July, received by the | ocal agency on August 24, is used to determ ne a net
support collection of $150. As net support based on the July notification
report, received in August, conbined with income counted in the August grant
exceeds need, the case must be closed effective Septenber 30 (G oup
Locality, 2 Person Assistance Unit).

Exampl e #2: A recipient began work on July 15, and reported her enpl oynment
on the sane day. A prospective determnation reveal ed the case woul d
continue to be eligible for August. On August 24, the July notification
report is received by the [ ocal agency and is used to determ ne a net
support collection of $150. Net support based on the July notification
report, received August 24, is to be conbined with incone counted in the
August grant to determ ne ongoing eligibility.

Therefore, once support is reported on the Notification Report the I oca
agency nust:

1. Revi ew the notification listing, described above, on a nonthly
basi s and when financial circunmstances change.

2. Redeterm ne eligibility, by considering the net anount of support
col l ected plus any other countable income, to determine if eligibility
for an assistance payment continues to exist. The TANF Match Payment
is not considered in the redeterm nation of eligibility.

3. If the case is determined to be ineligible, an Advance Notice of
Proposed Action must be sent and action nust be taken to close the
case no later than the first of the second nonth after the nonth in
which the notification list is received by the agency. Subsequent
changes in the client's circunstances will not be considered. |In the
event action is not taken in the tine franme just described, the agency
must use the next report to determine continuing eligibility to adhere
to the proper tine frane.
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VI EW partici pants do not have earned income screened at 185% and the standard

of assistance. They may receive $30 and 1/3 disregard, $30 disregard,

standard work deduction, and child or adult care costs as stated in 305.3 as

di sregards. The exceptions to allow ng disregards in 305.3 also apply. Wen

t he TANF paynment is suspended due to non-conpliance with the VI EWprogram the
suspensi on does not interrupt the accunmul ati on of the four consecutive nonths

of the $30 plus one-third disregard or the eight nonths of the $30 disregard, and
t hese nonths apply in the consecutive nmonth count.

Exanpl e: A case has used 3 nonths of the $30 and one-third disregard (July -
Septenber). The third VIEWsanction is inposed effective COctober 1. October
counts as the fourth nonth of the $30 and one-third disregard, and the $30

di sregard begi ns for Novenber

To cal cul ate the VI EWpaynment (TANF grant), the eligibility worker rmust followthe
steps in Appendix 1 to this chapter. The TANF Match Paynment is not considered in
cal cul ating the VI EW paynent .

The standard work deduction, the $30 plus one-third of the renminder and the $30
di sregard are not applicable for a period of one nonth, in instances where the
change in incone is not reported tinely per Section 305.1.F.1.a. (See Chapter 900,
Appendix 2, page 5 for exanple.)

See Chapter 900, Appendix 1 for the VIEW Grant Cal cul ati on, Appendix 2 for VIEW
I nconme Exanpl es, and Appendix 3 for the Federal Poverty Level table.

A TANF recipient who enters the VI EWprogram erroneously, i.e. the recipient did
not report earnings that he received or expected to receive prior to entering VIEW
t hat woul d have made the case ineligible for assistance using the 185% and
standard of assistance incone screenings, must have continuing eligibility

determ ned by using 185% and standard of assistance screenings (see Section
305.1. A ) If the case does not pass the 185% and standard of assi stance

screeni ngs, the case nmust be closed as soon as administratively possible. If the
case is eligible at the standard of assistance screening, the VIEWgrant
calculation is appropriate for the nonth followi ng the nmonth in which the earnings
were reported to the agency. Overpaynents should be cal cul ated per 503.7.

Note: For a case that contains an individual who is a VIEWparticipant, the VIEW
grant cal cul ation applies to the total countable earnings of all required
assi stance unit menbers.

901.8 VEHI CLE VALUE LIMT - An assistance unit participating in the VI EW Program
may own one notor vehicle with a fair market value not to exceed $7,500 wi t hout
becoming ineligible. Such a vehicle is exenpt fromthe countable resource limt
as long as the FW does not exceed $7,500. This vehicle remains exenpt upon
reapplication if the assistance unit becones exenpt from VIEWparticipation the
FMW does not exceed $7,500. However, for the assistance unit no |onger
participating in VIEW any vehicle which replaces this exenpt vehicle nust be
eval uated per policy in 303.3.B.

Addi ti onal vehicles the VI EWassistance unit may own nust be eval uated per Section
303. Refer to 303.3.B regarding the determ nation of fair market val ue.
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FOR NEEDY FAM LI ES ( TANF) 7/ 03 APPENDI X 1, PAGE 1

STEP 1:

STEP 2:

STEP 3:

VI EW GRANT CALCULATI ON

Deternmine the total gross earned income of all required assistance
unit nenbers. Conpare the total gross earned inconme to the Federa
Poverty Level (see Federal Poverty Level Chart found in Appendix 3 of
this Chapter) for the appropriate AU size. The federal poverty |evel
is to be applied uniformy in all of the three groupings of localities
in Virginia.

If the gross countable earned i ncone equals or exceeds the federa
poverty level, the case is ineligible.

If the countable gross earned incone is less than the federal poverty
| evel, go to STEP 2.

Det er mi ne count abl e unearned i ncone and comnpare to the standard of
assistance for the AU. TANF Match Paynents received are not

consi dered count abl e i ncone. If the countabl e unearned i ncome equal s
or exceeds the standard of assistance, the case is ineligible.

If the countable unearned income is |less than the standard of
assi stance, the difference is the deficit ambunt. Go to STEP 3.

Use the gross earned inconme total of all required assistance unit
nmenbers.

In the follow ng order

a. Deduct the standard work deduction as defined in Section
305.3.B.4. per enployed person fromtotal gross earned incone if
the person qualifies for this deduction and the income is not
exenpt ed

b. Deduct $30 from each individual's earned income if the working
menber of the assistance unit qualifies for this disregard.
Limt this disregard to twelve consecutive nonths.

C. Deduct one-third of the remainder of each individual's earned
income if the working nmenber of the assistance unit qualifies
for this disregard. Limt this disregard to four consecutive
nont hs.

d. Deduct antici pated expenses, up to the all owabl e naxi mum as
specified in Section 305.3.B.6. for care of each incapacitated
adult/child (if chosen) included in the assistance unit if the
menber qualifies for this disregard.

TANF Transnmittal 22

THE VIRG NI A I NI TI ATl VE
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WELFARE PROGRAM (VI EW TANF VANUAL CHAPTER 900
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VI EW GRANT CALCULATI ON

Exanple 1 - Earnings

Assistance unit of 2 in a Goup Il locality. Mmreceives a TANF Match Paynent of
$135, earns $450 gross nonthly and is eligible for $30 and one-third disregards.
The nmonthly Federal Poverty Level for an assistance unit of 2 is $1,010.

Step (1) - Screeni ng at Federal Poverty Level

$ 450.00 G oss Mnthly Earnings <
$1,010.00 Monthly Federal Poverty Level for 2

Step (2) - Unear ned | ncone

$254. 00 Standard of Assistance for 2
- 0 Unearned | ncone
$254.00 TANF Deficit
The TANF Match Payment does not inpact the TANF deficit.

Step (3) - Earned I ncome Di sregards

$450. 00 G oss Monthly Earnings
- 90.00 Standard Wrk Deduction
$360. 00

- 30.00 $30 Disregard

$330.00 x one-third = $110
-110. 00

$220. 00 Net Earned | ncome

Step (4) - Add Net Earned Incone and TANF Deficit
$220.00 Net Earned Incone
+254. 00 TANF Deficit
$474.00 < Federal Poverty Level
$254. 00 = VI EW Paynent (TANF Grant)

Exanpl e 2 - Earned and Unearned | ncone

Assi stance unit of 2 in a Goup Il locality. Mmearns $300 gross nonthly and is
eligible for $30 and one-third disregards. The assistance unit also received $120
unear ned i ncone nonthly.

Step (1) - Screeni ng at Federal Poverty Level

$ 300 Goss Monthly Earnings <
$1,010 Month Federal Poverty Level for 2

TANF Transnmittal 22
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901. 13 TRANSI TI ONAL BENEFI TS - When a VIEWcase closes, the famly may be eligible
for Medicaid and up to one year of, child care, transportation, and enpl oynent and
training.* Receipt of Medicaid during the VIEW 12-nonth transitional period does
not affect calculation of the 24-nonth period of ineligibility. Eligibility
criteria for transitional benefits are found in

A Medi cai d Manual Volunme Xl 11, Section M)320.306 (Low Income Fanmilies with
Children (LIFC)) and ML520.500 (Extensions of Medicaid Coverage), for
Medi cai d;

B. Child Care policy manual for transitional child care;

C. TANF Manual , Chapter 1000, for transitional transportation and transitiona

enpl oyment and trai ni ng.

901. 14 FULL EMPLOYMENT PROGRAM - The Full Enpl oyment Program (FEP) is subsidized
trai ni ng-ori ented enpl oynent which replaces the TANF and Food Stanp benefits of a
participant. The TANF grant and the Food Stanp allotnment are diverted to a wage
pool from which the enployer is reinbursed up to the full anount of the conbi ned
benefits. The enployer pays the recipient wages for hours worked through the
enpl oyer's regul ar enpl oyee payrol |

A TANF GRANT DI VERTED TO WAGE POOL - The eligibility worker nust suspend the
paynment to the recipient when notified by the VIEWworker of the FEP
pl acenent. The TANF grant anount that is diverted to the wage pool for the
duration of the FEP contract nonths is "frozen" at the anmount the assistance
unit received in the first of the nonth payment for the nmonth the VIEW
wor ker places the recipient in FEP. The "frozen" grant neans that the
amount of the grant does not change during the FEP pl acenent no natter what
changes occur in the assistance unit. Diversion of the grant to the wage
pool continues through the nmonth in which the FEP pl acenent ends.

B. TANF ELI A BILITY DURI NG FEP PLACEMENT - A participant will remain eligible
for TANF for the period of the placenment in the subsidized job. If a six-
nmonth redeternmination is due anytinme during the FEP placenent, the
eligibility worker must change the date of the reviewto coincide with the
[ ast nonth of the FEP placenent. A redeterm nation nust be done that nonth
to determine eligibility for TANF after the placenment ends.

The recipient is required to report changes during the FEP placenent. The
eligibility worker must update ADAPT with changes. |If the six-nonth

redeterm nation is not due the |ast nonth of the FEP pl acenent, on-going
eligibility nust be prospectively determ ned for the nmonth follow ng the

pl acenent, taking into account any changes that occurred during the placenent.
Any wages received fromenpl oyment that is no |onger subsidized nmust be counted.

The eligibility worker cannot issue a paynment to the recipient for any nonths
included in the FEP placenment. Only retroactive paynents for a nmonth prior to the
FEP pl acenment can be issued. Central Ofice Financial Managenment will issue the
enpl oyer subsidy check and the recipient supplement (if appropriate) for nonths

i ncluded in the FEP paynent.

*2002 Acts of Assenbly, Appropriations, Item 354C
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7)  If the participant has a medical evaluation noting physical limitations, the worker and
participant must design activities to accommodate the limitations indicated on the medical
evaluation.

B.  The ESW must complete a new Activity and Service Plan at initial assessment, reassessment, or
whenever there is a change to the participant's activity assignments. Modifications to the Activity
and Service Plan or modifications to the Agreement of Personal Responsibility due to changes in
assignments will not affect the TANF two-year time limitation.

6. SOCIAL/SUPPORTIVE SERVICE

Social/supportive services are provided to remove barriers to the individual's participation and to stabilize
employment. The supportive services available are child care, transportation, (medical and dental,
services) work related expenses and emergency intervention. Supportive services are provided as needed
and available to support participation in orientation, assessment, approved self-initiated education,
training and employment activities, or to accept or maintain employment. The provision of supportive
services is contingent upon the availability of funds based on local VIEW allocations, and spending limits
for such services will be the discretion of the agency. In such situations that limits are set, this should be
stated in the SOP and applied equally for each participant. Agencies are encouraged to explore
alternatives to removing barriers, if supportive service funds are limited. If supportive services are
essential for participation, and neither the participant nor the agency can provide them, and no alternatives
are available, the participant may not be sanctioned for noncompliance. In these situations, the participant
will be placed in “Inactive” status, which will prevent the clock from counting against the 24 month and
the 60-month time limit.

A. Duration of Supportive Services

1) Supportive services may be purchased for as long as the participant is in a VIEW activity and
the TANF case is open or if the TANF case is closed and the required number of job follow-ups
have not been completed. If the supportive services consist of transportation see the
instructions for transitional services on page 66.

2) Participants who enter full or part-time employment and continue to receive TANF or TANF-
UP are eligible for supportive services. In the event of TANF case closure, all supportive
services may be provided for 90 days or until the required job follow-ups are completed,
whichever is longer.

Note: Transitional supportive services, for which a former participant may be eligible to receive for
12 months, are limited to transportation, child care, and employment and training.* Workers are to
inform clients how receiving transitional services will affect their period of ineligibility. When a
participant receives transitional transportation it must be recorded in ESPAS. ESPAS can be
accessed through the ADAPT Main Menu, Option 14. For detailed instructions refer to the ESPAS
Manual, Chapter L.

B.  Employment Service Worker Responsibilities

1) The Employment Services Worker is a case manager. As part of his responsibility he assists the
applicant/recipient in meeting his service needs. This may be done directly by the ESW or
through a referral to a social worker or service provider.

2) When providing social services to recipients, the Activity and Service Plan form may replace
the Service Application regardless of the funding source for the service or the
*2002 Acts of Assembly, Appropriations, Item 354C TRANSMITTAL 22
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C.

D.

worker’s salary.

Supportive Services for Recipients

1)  There are five types of VIEW supportive services that the local agency can provide directly or
purchase. These services are child day care, transportation, medical/dental, program and/or
work related expenses and emergency intervention. Participants who have been sanctioned
are entitled to supportive services in order to maintain their employment. Participants who
have been sanctioned or found guilty of an Intentional Program Violation may also
receive supportive services when the participant is performing a verifiable act of compliance.
See page 65, 13.A, for a list of verifiable acts of compliance.

2)  If child day care or transportation services are needed but not available, recipients cannot be
required to participate.

a. Child day care services are provided to enable the caretaker to gain and/or keep
employment or to participate in program activities.

1)

2)

3)

4)

5)

Arrangement for and/or payment of child day care as a supportive service will
be provided only when the participant is unable to obtain child day care on his
own at no cost.
Participants who are parents of school age children are expected to search for a
job during the hours that the children are in school. However, if the interview
must take place outside of school hours, child care may be authorized.
Participants who need day care and cannot arrange to find their own may be
provided assistance, including payment within child care policy as found in
Volume VII, Section II, Chapter D. This payment may include child related
transportation costs, child day care related transportation costs.
If a participant finds employment and the TANF case is closed, child care may
be provided through VIEW funds if the participant is not eligible for
transitional day care. It may be provided for 90 days or until the required job
follow-ups have been completed, whichever is longer, if employment
continues. The chosen child care provider must meet the same approval criteria
as established in child care policy, Volume VII, Section II, chapter D, of the
Services manual.
Participants who have been sanctioned are not entitled to child day care service
while in the sanction status unless it is needed to maintain employment.
However, an individual who has been sanctioned may receive child day care
service upon request, if the service is necessary in order for the participant to
perform a verifiable act of compliance.

b.  For the purpose of providing supportive services in these circumstances, agencies
will close the VIEW Enrollment Record in ESPAS due to the sanction. A Generic Case
Document (GCD) will be opened for services that come under category 215, for
example day care services. This is applicable as long as VACIS is operational.

Transportation and Related Services

This service is provided to enable participants to travel to and from authorized VIEW activities or
employment. The need must be linked to needs identified on the participant's Activity and Service
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3. Community Work Experience

A. Purpose
Community work experience (CWEP) is a placement in which a participant works for
his benefits in a public or private non-profit agency in order to improve his skills and
serve a public function. The purpose of CWEP is to help prepare participants to obtain
unsubsidized employment. A participant who is assigned to CWEP for more than three
months should participate in a concurrent job search.

B.  Eligibility Criteria
A participant who is unable to obtain unsubsidized employment, subsidized
employment, or another work activity will be placed into a six month community work
experience position.

C.  Calculation of Work hours

The number of weekly work hours will be calculated in the following manner:

(D) Divide the TANF household's combined total dollar amount of TANF benefits
received by the federal minimum wage. Divide the result by 4.3 to determine
the required hours per week for CWEP participation. Include in the calculation
only the benefits belonging to the TANF household. Food stamps received by
individuals in the household who are not included in the TANF grant will not
be counted in the calculation. TANF Match Payments received will not be
counted in the calculation. For TANF-UP cases, the entire benefit amount,
combined total dollar amount of TANF and food stamp benefits, available in a
CWERP calculation will be used for each participant. If both mandatory TANF-
UP participants are placed in CWEP, they both will be required to participate
the required number of calculated hours. For example, if the calculation
requires 25 hours of participation, each individual will be in CWEP for 25
hours a week, for a total household participation of 50 hours per week.

2) No participant will be required to work more than 32 hours a week.

3) The calculation of the hours to be worked weekly will be made every six
months by the ESW and when there is a change in the assistance unit.
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b. For failure or refusal to complete and/or return forms or other information to the agency
by a required date - returning and/or completing the required form or other information.

c. For failure or refusal to begin, to continue in or participate in an assigned activity -
beginning, continuing in or participating in an activity for up to two weeks to show a good
faith effort to comply.

d. For failure or refusal to complete an assignment (example: job search) - completing an
assignment.

e. For failure or refusal to obtain or accept employment — if the client obtains employment
during the sanction, the employment must be maintained through the end of the sanction
period.

f. If the assignment from which a participant has been sanctioned is no longer available
or appropriate, compliance may consist of participating in or completing a different activity.

B.  Once the participant has performed a verifiable act of compliance, the sanction is lifted retroactive
to the date the participant agreed to comply and subsequently did comply as agreed upon by the
participant and the worker. The Activity and Service Plan should reflect the activity and the date by
which the activity is to be completed. This date cannot be prior to the end of the fixed sanction
period.

14, TRANSFERS

A. The ESW will transfer within five working days from the date of notification, the entire VIEW record of
TANF or TANF-UP participant who moves from one locality to another.

B. All attempts should be made to transfer the benefits and the VIEW records together.

C. All service supplements should be updated and closed prior to case transfer.

D. When a VIEW case with no earned income and not in sanction transfers to another agency, the VIEW
clock and the 60-month clock stop until such time as the VIEW worker does an assessment and the
clocks re-starts the first of the following month. The receiving agency is responsible for adjusting the
clocks.

E. When a case with earnings or one which is in sanction transfers to another agency, the clock continues.

15. TRANSITIONAL SUPPORTIVE SERVICES

Transitional services are designed to facilitate stability of a former VIEW participant once he leaves
TANF, either because he has reached the end of the two-year time period, or when his TANF case closes
for other reasons. Workers are to inform clients how receiving transitional services will affect their period
of ineligibility. Transitional services available are transportation, child care, Medicaid and employment
and training.* Eligibility for transitional services starts the first day of the month after TANF case closure
and continues through the last day of the 12" month after TANF case closure. In the event the TANF case
is closed and the six months job follow-ups have not been completed and the client is receiving assistance
with transportation, the services will be transitional transportation. After the required six job follow-ups
have been completed, the VIEW record must be closed. Former VIEW recipients may be eligible to
receive Medicaid. Transitional services may be provided to either or both of the TANF-UP parents,
provided one of them participated in VIEW at TANF case closure.

*2002 Acts of Assembly, Appropriations, Item 354C
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Texas Information Sheet (032-02-311)....ccciiiiiiieiierierte ettt see st e sre e e be e e e sseessaessseesseesseessaessnesssesssennns 3
Agreement of Personal Responsibility (032-02-310/2) .....cccveruierierieiieeiierieesieeseesvesreereesteeseesaesseesseesaesseens 6
ASSESSMENT (032-02-303/1) 1eeveesiieeieeiieieeiterteesteeteste e bt ete et e sttesssessseasseessaessaesseesssessseanseanseesseesssessseanseenseessaens 9
Activity and Service Plan (032-02-302/2) ....occveiiirieieeiieeieereesieesteestestessessseesseesseessaesseessaessseanseeseeseesssennses 13
Job Search FOrm (032-02-301/1) c.uueiioiiieiee et ettt ettt e et e et e e e teeeeaaeesbeeeeteeeeaseeensseeeareeans 16
Full Employment Agreement (032-02-309/1) ......ccveiierierieiieeieeieeieesieeseesresreeseesseesseesseesssessseessesseesseesseens 20
Full Employment Agreement 11 (032-02-300A) .......cccueriiriiiieiiieieeieerieesieeseesresresbeeseeseesseesseesssessseenseesseens 21
Community Work Site Agreement (032-02-308) ......c.cccierierieriieeieeieeiiesteertesreeseesseesseesseesssesssessseesseessaessaens 23
Work Site Position(s) (FEP or CWEP) (032-02-306).........ccciiiiiiioiieeiee ettt eeveeeeteeeeveeeeaeeeeveeeveeens 25
Referral to Work Site (FEP or CWEP) (032-02-300).......cccutieiieiieriierieriestesteeieesieesaesseessnesssesssessseesseesseesseens 27
Attendance/Performance Rating Sheet (032-02-305) ....cccvviiiirieriieiieeie ettt se e seeete e sseesseesseesnnes 29
Full Employment Program Work Sheets:
Employer Subsidy Calculation for Full Employment Agreements (032-02-312/1) ..ccoceeverieieneneeeenne. 31
Monthly Client Supplemental Payment Worksheet (032-02-313/1)....cccceviiiriininieiineeeeeeereeeeneen 32
Monthly Employer Subsidy Worksheet (032-02-314/1).....ccccuiiiirciieiieieeniesee e ereereeieeseeeseeseeesnseeneees 33
Monthly Employer INVoice (032-02-315/1).ciiciiiiiieiierieeieeieeiteeesiteseesve e esteesteeseeessaesnsesnseenseesaesnnes 34
Targeted Employer Grant (TAG) Application (032-03-374/1) ....cccveeiireiieiieriienieeseeeee e ere et snae s 36
Targeted Employer Grant (TAG) Program Agreement (032-03-372) .....ccovivrierieeiiieieeieeieeieesneseeseveesesnnees 38
Targeted Employer Grant (TAG) Program Certification
of Participant Placement (032-03-373) ....ccciecieiieiierieeie et et et esieesteeseesreeebeesseesaessaessaessnesnsessseanseesseesssennnes 40
Notice of Sanction/Termination (032-02-307/1) ...cccverieriiercieeieerieereeseesie et ere et e seesreesaesssessseesseesseesssesnses 42
Hardship Exception Determination (032-03-376/2) .....cccvecuieeiierienierieriesreeieesieesieeseessnesssessseeseesseesssessessseens 44
Notice of Hardship EXCeption (032-03-377) ..ueeciirieiieiieeieereeseesiesteereeieeseesseesssesssesnseessaessaesseessessseesssessss 47
Contact SKEEt (032-02-078/5) . uuecieeeiieiieeiieiteerie et eete et et esteesetesteasseasseessaessaessseasseasseesseesseesseesssssssesseesseessenns 49
Communication FOrm (032-02-072/6)......c.cceverierieerieeiiesieeseestestesseeseesseessaesssessessseesseesssesssesssesssessseessasssenns 50
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VIEW AGREEMENT OF PERSONAL RESPONSIBILITY
032-02-310/2 (7/00)

PURPOSE OF FORM - This form provides written documentation of the acceptance of personal responsibility
by the participant for participating in the VIEW program. The VIEW Agreement of Personal Responsibility
must be completed at the initial assessment and each subsequent referral to VIEW. The form documents the
begin date and scheduled end dates of the VIEW participant's 24 months of receipt of TANF.

USE OF FORM - This form is used by the agency to record the information discussed with the participant
concerning the individual's responsibilities while in the VIEW program. The form must be completed and
signed before VIEW participation may begin.

NUMBER OF COPIES - One original and one copy.

DISPOSITION OF COPIES - Original - Case Record
Copy - VIEW Participant

INSTRUCTIONS FOR COMPLETING THE FORM - The worker/case manager must discuss this form in its
entirety with the participant at the time of initial assessment. This form must be signed by the participant before
the participant enters the VIEW program.

Refusal by the VIEW participant to sign this agreement will result in loss of TANF / TANF -UP benefits and
may affect Food Stamp benefits. If the participant refuses to sign the agreement, the employment services
worker is to check the second box, sign the form, date it, and file it in the case record.

If a VIEW participant leaves the program prior to the end of the 24-months of eligibility for TANF and

subsequently returns, the participant must sign a new Agreement of Personal Responsibility, with the
remaining eligibility period indicated in the "VIEW ELIGIBILITY PERIOD" section.
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COMMONWEALTH OF VIRGINIA Participant Name:
DEPARTMENT OF SOCIAL SERVICES Telephone Number:

VIEW PROGRAM Case ID#:

U Assessment
] Reassessment

VIEW ASSESSMENT I
A. EDUCATIONAL BACKGROUND
Functional Ed. Level

Last Grade Completed Date

Other (test results, date given, type, etc.):

O TANF O TANF-UP

Date

Other training/special schooling and dates:

EMPLOYMENT HISTORY* (Begin with the most recent job):

Employer Job Title

Duties

Date Started Date Left Highest Pay

Reason for leaving

Employer Job Title

Duties

Date Started Date Left Highest Pay

Reason for leaving

Employer Job Title

Duties

Date Started Date Left Highest Pay

Reason for leaving

Employer Job Title

Duties

Date Started Date Left Highest Pay

Reason for leaving

*(NOTE: This information will be used to identify jobs into which participants may be placed immediately.)

Most favorite job? Why?

Least favorite job? Why?

VOLUNTEER WORK/HOBBIES/ABILITIES (Transferable Skills):

032-02-303/1 (8/00) Page 1 of 2
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VIEW ASSESSMENT II
A 1 Do you have a current driver's license?
2. Do you have access to a car? If not, what do you do for transportation?

3. Have you ever been convicted of a crime?
Explain

4. Do you have an iliness or disability (as diagnosed by a doctor) that would prevent you from accepting a
job? Explain

5. What type of child care would you arrange to help you accept a job?

6. Have you registered with the Virginia Employment Commission?
If so, when was the last time you contacted the VEC?

7. Have you registered with any other employment service?
If so, give the name and last date of contact.

8. Are you scheduled to begin an education or training program in the next sixty (60) days?
If so, where?
B.  Which of the following are barriers to your finding and/or keeping a job? (Check all that apply):
U Family Circumstances d Homeless d Substance Abuse
U Legal/Criminal d Child Care d Transportation
a Family Abuse
O Other:

List ways that you can help to overcome each barrier checked:

C. CONSIDERATIONS IN EMPLOYMENT PLANNING:

0 No prior Work History/Intermittent Work History 0 Homeless

0 Lack of Credentials/Certifications 0 Child Day Care
0 Limited English Speaking/Reading Ability 0 Migrant Worker
O Lack of Transportation 0 Legal/Criminal
O Lack of GED 0 Family Abuse
0 Lack of Job Skills 0 Substance Abuse

0 Disability

O Other

D. JOBINTERESTS/EMPLOYMENT GOAL:

GENERAL COMMENTS/SUMMARY:

*Please refer the participant to the Family Violence Hotline 1-800-838-8238.
032-02-303/1 (8/00) Page 2 of 2 TANF TRANSMITTAL 22
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VIEW ASSESSMENT

FORM NUMBER - 032-02-303/1

PURPOSE OF FORM - This form is initially completed at the time of the VIEW assessment interview. The form records
information concerning the VIEW participant's educational background, employment history, interests and abilities, and
employment goals. This form will also be updated at reassessment interviews.

USE OF FORM - The information on this form is used to assess the job readiness of the VIEW participant and serves as a
foundation for development of the VIEW participant's Activity and Service Plan (032-02-302). This form will be used
after the initial assessment process to record dated information of the VIEW participant's educational background,
employment history, abilities, and employment goals. Information added after the initial assessment needs to be dated as to
MM/DD/YY of entry. Should the information on this form change significantly during the course of the program
participation or should there be no more room on the form for recording updated information, is appropriate for a new form
to be completed.

NUMBER OF COPIES - Original only.
DISPOSITION OF COPIES - Original will be maintained in the VIEW participant's case record.

INSTRUCTIONS FOR PREPARING FORM

Page 1

Identifying Information/Date/Type of Assessment/Category - Date is MM/DD/Y'Y assessment or reassessment is
conducted. Check the appropriate block to indicate "Assessment" for initial assessment or "Reassessment" for
reassessment interviews.

A. EDUCATIONAL BACKGROUND - Information about the last school attended and last grade completed is
obtained from the VIEW participant during the assessment interview. The worker/case manager will use this part of
the form to record functional education level testing. Record any training, special schooling or post secondary
education. Be sure to include dates attended and any certification(s) or degree(s) obtained. Information about test
results may be recorded at the time initial assessment, if known, or may be added at the time of reassessment.

B. EMPLOYMENT HISTORY - The "Employment History" section provides a chronological listing of the VIEW
participant's employment. Information about the VIEW participant's duties on the job, reasons for leaving, and job
preferences are important for employability planning and merit through discussion.

C. VOLUNTEER WORK/HOBBIES/ABILITIES - In this section, include any information which could assist the on-

going employability planning process. This information will be particularly useful in assessing VIEW participants
with limited skills/employment histories.
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VIEW ASSESSMENT
(Cont'd)
Page 2

This page of the Assessment Form is designed to be completed either by worker/case manager or the VIEW participant.

SECTION A - These questions are designed to help the VIEW participant think about some of the things which will affect
his employability as well as his ability to be self-sufficient. Each question needs to be completed as thoroughly as possible
and discussed with the VIEW participant at the time of the interview.

SECTION B - This section is designed to allow the VIEW participant to acknowledge things which may impact his
progress toward self-sufficiency. If problems are identified, the VIEW participant has an opportunity to decide for himself
how these problems may be resolved.

SECTION C - This section is designed to help the worker/case manager identify major considerations in planning with the
participant. This is a list of potential obstacles to the VIEW participant's achieving employment. In discussing
employability planning with each VIEW participant, this list will enable the worker to identify these obstacles and to
discuss how the VIEW participant and the worker/case manager will cooperatively endeavor to remove them.

SECTION D - This section is designed to record an employment goal or area of job interest after careful evaluation of
discussion about all of the information gathered during the interview.

GENERAL COMMENT/SUMMARY - This section is designed for the worker/case manger to record any additional
information not addressed on the form.
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ACTIVITY AND SERVICE PLAN

FORM NUMBER - 032-02-302/2

PURPOSE OF FORM - This form outlines a strategy designed by the worker/case manager and the VIEW participant to
achieve long and short term goals in working toward employment as decided upon during the initial assessment and
recorded on the Assessment Form (032-02-303). It details specific activities to which the participant will be assigned and
identifies any service needs during assignments to these activities.

USE OF FORM - This form is prepared initially at assessment and at the time of each reassessment. Activities on this form
will correspond to entries in the automated system. A copy of this form may serve as the Service Application.

NUMBER OF COPIES - One original and two copies

DISPOSITION OF COPIES - Original - Case Record
st copy - VIEW Participant
2nd copy - Service Worker

INSTRUCTIONS FOR PREPARING THE FORM

PLANNED COMPONENTS ASSIGNMENTS - This section is designed to list the components to which the VIEW
participant will be assigned during the course of program participation. This information in its entirety needs to be
completed at the initial assessment and at each assessment.

CURRENT PROGRAM ACTIVITY ASSIGNMENT - This space is provided for the worker/case manager to list the
current component assignment(s) along with planned location dates and hours. VIEW participants may be assigned to no
more than two components at a time. The information on this list will correspond with information at the top of the form
and on the Service supplement. Any assignment to pending or inactive needs to be explained in the space provided.

SUPPORTIVE SERVICES - Any services needed by the VIEW participant to engage in the program activities listed will
be identified in this section of the Activity and Service Plan.

PARTICIPANT RESPONSIBILITIES - Outline the specific steps the VIEW participant is required to take in order to
comply with program requirements. The amount of detail needed in this section will be determined by the worker/case
manager on a case by case basis.

AGENCY RESPONSIBILITIES - Outline the responsibilities the agency will assume to assist the participant in carrying
out the activities identified.

PARTICIPANT OBLIGATIONS - By signing this section of the form, the VIEW participant indicates they have
participated in the planning for activities described, and they understand their responsibilities as a VIEW program
participant.
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COMMONWEALTH OF VIRGINIA Participant Name:
DEPARTMENT OF SOCIAL SERVICES Case No.:
VIEW PROGRAM Job Search Policy:

VIEW JOB SEARCH FORM
IMPORTANT! YOU HAVE BEEN ASSIGNED TO JOB SEARCH. USE THIS FORM TO RECORD THE CONTACTS YOU
ARE REQUIRED TO MAKE WITH EMPLOYERS WHILE YOU ARE LOOKIG FOR A JOB. IF YOU DO NOT COMPLETE
THIS FORM AND RETURN IT TO YOUR CASE MANAGER, YOUR TANF OR TANF-UP MAY BE TERMINATED!

REMEBER YOU MUST:

. Have a face-to-face interview and/or leave a job application and/or a resume with at least
employers during the next four(4) weeks.

. Accept suitable job offers.

. Notify your case manager as soon as you get a job.

Complete the bottom of this form and:

O Return this form by to

O Keep the interview scheduled with your case manager and bring your completed form for:
at at
Date Time Address

CASE MANAGER: PHONE:

EMPLOYER CONTACT LIST:
These contacts may be verified by your case manager. You do not need to get the signatures of the employers
you contact. To count as a contact, you must have a face-to face interview or leave an application and/or a resume.

YOUR CONTACTS DID YOU: (Check any that apply)
Company: VIRGINIA EMPLOYMENT COMMISSION O Register:
Address: O Submit a Resume:
O Interview:
Type of job:
Person Contacted: Result of Contact:

Date of Contact:

Company: O Register:

Address: O Submit a Resume:
O Interview:

Type of job:

Person Contacted: Result of Contact:

Date of Contact:

Company: O Register:

Address: O Submit a Resume:
O Interview:

Type of job:

Person Contacted: Result of Contact:

Date of Contact:

Company: O Register:

Address: O Submit a Resume:
O Interview:

Type of job:

Person Contacted: Result of Contact:

Date of Contact:

032-02-301/1 (11/01) Part 1 of 2 TANF TRANSMITTAL 22
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FOR EMPLOYMENT NOT
WELFARE PROGRAM (VIEW) TANF MANUAL
APPENDIX A
7/03 PAGE 17
Company: O Register:
Address: O Submit a Resume:
O Interview:
Type of job:

Person Contacted:

Date of Contact:

Result of Contact:

Company:
Address:

Type of job:

Person Contacted:

Date of Contact:

m} Register:
O Submit a Resume:
O Interview:

Result of Contact:

Company:
Address:

Type of job:

Person Contacted:

Date of Contact:

m} Register:
m} Submit a Resume:
m} Interview:

Result of Contact:

Company:
Address:

Type of job:

Person Contacted:

Date of Contact:

m} Register:
O Submit a Resume:
O Interview:

Result of Contact:

Company:
Address:

Type of job:

Person Contacted:

Date of Contact:

m} Register:
m} Submit a Resume:
m} Interview:

Result of Contact:

Company:
Address:

Type of job:

Person Contacted:

Date of Contact:

m} Register:
O Submit a Resume:
O Interview:

Result of Contact:

Company:
Address:

Type of job:

Person Contacted:

Date of Contact:

m} Register:
m} Submit a Resume:
m} Interview:

Result of Contact:

Company:
Address:

Type of job:

Person Contacted:

Date of Contact:

m} Register:
O Submit a Resume:
O Interview:

Result of Contact:

TANF TRANSMITTAL 22



THE VIRGINIA INITIATIVE
FOR EMPLOYMENT NOT
WELFARE PROGRAM (VIEW) TANF MANUAL
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JOB SEARCH FORM

FORM NUMBER - 032-02-301/1

PURPOSE OF FORM - This form provides written documentation of the VIEW participant=s job search contacts.

USE OF FORM - This form is used by VIEW participants to record employer contacts and outcomes during assignment to
a job search component.

NUMBER OF COPIES - Original

DISPOSITION OF COPIES - Original becomes a part of the case record when the VIEW participant completes job search
and returns the form.

INSTRUCTIONS FOR PREPARING FORM - The first section of the form is completed by the worker/case manager, and
the information is discussed with the VIEW participant.

The “Employer Contact List” is completed by the VIEW participant. The first lines in this section are to record the
mandatory registration/contact with the Virginia Employment Commission. At the end of the job search assignment or at a
time designated by the worker/case manager, the form is returned to the agency. The worker/case manager will explain to
the VIEW participant how the form is to be returned. Employers are not required to sign the form.

The VIEW participant will sign the end of the form indicating that the contacts have actually been made. A statement on
the form cautions the VIEW participant that the worker/case manager may contact the employer to verify the contact.
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APPENDIX A

7/03 PAGE 19
COMMONWEALTH OF VIRGINIA
DEPARTMENT OF SOCIAL SERVICES
VIEW PROGRAM Employer Agreement Number

VIEW FULL EMPLOYMENT AGREEMENT
THIS AGREEMENT WILL BE KNOWN AS A FULL EMPLOYMENT PROGRAM AGREEMENT.
(local agency),

(employer), and

(participant)

enter into this agreement of understanding between the agency and the employer regarding the training of

(participant ) by the employer. The participant under-

stands that he will be employed as (job title) and the training-
oriented employment will last for months beginning on and
ending . During this period will learn the following
skills:

. The participant will also learn to operate the following

equipment:

. The agency will pay the employer
each month during this fixed period an hour for each hour the participant works. This payment is
to reimburse the employer for a portion of the paid per hour to the participant. During the
training period the participant will work hours per week. The maximum payment to the
employer is per month.

No additional reimbursement will be paid after the completion of the training period.

032-02-309/1 (3/96)
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APPENDIX A
7/03 PAGE 20

FULL EMPLOYMENT AGREEMENT

FORM NUMBER - 032-02-309/1

PURPOSE OF FORM - This two page form provides the required documentation of the terms of the agreement between
the Full Employment employer, the VIEW participant and the agency.

USE OF FORM - This form is used to ensure understanding between the agency, the VIEW participant, and the Full
Employment site regarding placements.

NUMBER OF COPIES - Original and three copies
DISPOSITION OF COPIES - Original - On file in agency
Ist copy - Retained by employer
2nd copy - Client
3rd copy - Fiscal Officer
INSTRUCTIONS FOR PREPARING FORM

After discussion with the Full Employment employer and the VIEW participant, this agreement will be completed so that
all parties will have an understanding of their mutual responsibilities.

Information contained in this agreement needs to be discussed thoroughly with the FEP employer. Information regarding
this assignment needs to be clearly outlined on the participant’s Activity and Service Plan which corresponds with this

assignment.

There must be an agreement for each VIEW participant assigned to a FEP employer.
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COMMONWEALTH OF VIRGINIA
DEPARTMENT OF SOCIAL SERVICES
VIEW PROGRAM
VIEW FULL EMPLOYMENT AGREEMENT -- 11
DURING THIS TRAINING PERIOD, THE AGENCY AGREES TO:

1. Explain all policies and procedures relative to the full employment program to designated employer staff;

2. Offset wage costs by providing a fixed incentive payment to the employer upon receipt of property certified
invoices. (Unless the employer chooses to waive the incentive payment); and

3. Terminate this agreement with written notice, within five (5) working days prior to cancellation, for any reason,
including but not limited to, if termination is in the interest of the program, if the employer has failed to provide any
of the services specified, or if the employer has failed to comply with any of the provisions contained in this
agreement.

DURING THIS TRAINING PERIOD, THE EMPLOYER AGREES TO:

1. Maintain time, attendance and payroll records for the participant as a basis for the incentive payment.

2. Consider and treat the participant in the same manner as regular employees regarding working conditions, hours of
work per week, wages and fringe benefits.

3. Pay wages in the same manner and with the same frequency as other employees.

4. Notify the case manager immediately if the participant quits, is terminated, or is having employment related
problems.

5. Abide by all requirements of federal laws relating to terms and conditions of employment.

6. Provide workers’ compensation coverage for the participant.

7. Not assign the participant to political, electoral, or partisan activities.

8. Terminate this agreement with written notice within five (5) working days prior to cancellation if the participant is

not fulfilling the requirements of the job or the agency has failed to comply with any of the provisions contained in
this agreement.

I have read, understand, and agree to the provisions of this agreement.

Company Name
Employer Name Employer Signature Date
Agency Name Agency Signature Date
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FULL EMPLOYMENT AGREEMENT

FORM NUMBER - 032-02-309A

PURPOSE OF FORM - This two page form provides the required documentation of the terms of the agreement between
the Full Employment employer, the VIEW participant and the agency.

USE OF FORM - This form is used to ensure understanding between the agency, the VIEW participant, and the Full
Employment site regarding placements.

NUMBER OF COPIES - Original and three copies
DISPOSITION OF COPIES - Original - On file in agency
Ist copy - Retained by employer
2nd copy - Client
3rd copy - Fiscal Officer
INSTRUCTIONS FOR PREPARING FORM

After discussion with the Full Employment employer and the VIEW participant, this agreement will be completed so that
all parties will have an understanding of their mutual responsibilities.

Information contained in this agreement needs to be discussed thoroughly with the FEP employer. Information regarding
this assignment needs to be clearly outlined on the participant’s Activity and Service Plan which corresponds with this

assignment.

There must be an agreement for each VIEW participant assigned to a FEP employer.
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FOR EMPLOYMENT NOT
WELFARE PROGRAM (VIEW) TANF MANUAL

APPENDIX A
7/03 PAGE 23

COMMONWEALTH OF VIRGINIA
DEPARTMENT OF SOCIAL SERVICES
VIEW PROGRAM

VIEW COMMUNITY WORK SITE AGREEMENT

Department of Social Services (hereafter referred to as the Agency) and
(hereafter referred to as the Work Site) enter into this agreement in good
faith to provide work experience and/or training to participants of the Virginia Initiative for Employment not Welfare
Program (VIEW).

THE AGENCY AGREES AS FOLLOWS:

1. To refer appropriate participants to the Work Site for consideration.
2. To provide a detailed explanation of VIEW and the necessary paperwork for reporting requirements.
3. To provide necessary services to enable the participant to participate in VIEW.

THE WORK SITE AGREES AS FOLLOWS:
1. To provide work experience and/or training for participants chosen by the Work Site.

2. To not use participants to displace current employees or to fill vacant established positions or perform tasks that
would have the effect of reducing regular employee’s work hours.

3. To not use participants to perform political, electoral or partisan activities or in response to any strike, lock-out or
other bona fide labor dispute.

4. To provide reasonable working conditions which do not violate federal, state or local health or safety standards.
5. To provide competent supervision to participants.
6. To prepare evaluation and time sheets for each participant and submit this information to the Agency by the fifth

working day of each month during the designated training period.
7. To furnish necessary materials to allow participants to perform assigned task.

This agreement will be in effect from to
(not to exceed one year)

Authorized Signature (organization) Date

Agency Representative Date

032-02-308(8/95)
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TANF MANUAL — PROCEDURES 7/ 03 | NTRODUCT1 ON

The followi ng charts outline procedures for determning eligibility and anmount of
paynment. They are divided into sections in relations to Manual Sections as
fol | ows:

Section I Categorical Eligibility Requirenents
(Section 201)

Section IV The Assistance Unit (Section 302)

Section V Property (Section 303)

Section VI Requi renent Itens (Section 304)

Section VII I ncome (Section 305)

Section IX ESP/ VI EW ( Secti on 900

Section X Non- Cooperation with

Wth DCSE (Section 201)

In the charts the left hand columm lists each eligibility factor, with the Manua
reference, and the facts which nust be established in relation to each factor

The right hand columm lists the acceptabl e nethods of substantiating each fact, in
the order of their acceptability, and, as applicable, nmethods of computation and
procedures to be foll owed. Wien witten statements are not specified, ora
statenments are acceptable, provided the source is identified and the statenent
quoted in the record.

TANF Transnmittal 22



TANF MANUAL - PROCEDURES

SECTI ON V
Page 2

Facts to be Established

Subst anti ati on and Procedures

B. Per sonal Property B. Per sonal Property

1. Mot or vehi cl e. 1.

a.

Ownership verified by DW

I f one vehicle owned, the vehicle
wi || be disregarded.

If nmore than one vehicle is owned
the notor vehicle with the highest
equity value will be disregarded

Al'l other vehicles will be eval uated
for equity value. Equity exceeding
$1500 per vehicle will be counted
regardl ess of whether it is
operable, in relation to the

al |l owabl e reserve

Exception: A notor vehicle up to
$7,500 fair market val ue owned
during VIEWparticipation is exenpt
and is not evaluated in relationship
to any other vehicles owned by an
assi stance unit.

Val ue of car(s) is verified in the
following order: (1) by NADA Used
Car Cuide (average trade-in value),
or (2) by tax assessnent statenent,
or, (3) by alicensed dealer's
statenment when not |isted in NADA or
di sputed by client. |f none of
these met hods are obtainable, the
statement of the applicant/recipient
will be accepted

For those cases where notor vehicles
are owned jointly by a nenmber of the
assi stance unit and a non-nmenber of

t he assistance unit, the agency mnust
establ i sh whether or not the non- TANF
individual is willing to sell the
property. If it is established that
the individual is unwilling to sel
the property, then it is not

consi dered as an avail abl e resource
to the applicant/recipient. The non-
menber's refusal to cooperate with

t he agency or the agency's inability
to locate the non-nenber will be
consi dered his/her unwillingness to
sell the property. (The case record
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TANF MANUAL - PROCEDURES

SECTI ON V
Page 3

Facts to be Established

Subst anti ati on and Procedures

3. Cash and liquid assets.
Note: Interest received,
exceedi ng $10 a nonth
is treated as incone in
the nonth received and
as a resource thereafter.

When an insurance policy is first
reported or discovered, the agency mnust
contact the conpany to verify the cash
val ue and deternmine if it can be cashed
in by any nenber of the assistance unit.

Subsequent to the initial determ nation
t he worker shoul d use the chart
acconpanying the policy as foll ows:

Deternine the policy's approximte

current cash value. Conbine the current
value of all life insurance with
ot her resources available to the
assi stance unit.

b. Deternine the antici pated cash
val ue at the next anniversary
date. Conbine the anticipated
cash value of all |ife insurance
with other resources available to
t he assistance unit.

I f conbined resources, either current or
anticipated, exceed $900, contact the

i nsurance conpany's honme office to
ascertain that exact cash value of the
policy/policies in question and the pro-
jected cash value at the next schedul ed
revi ew.

Cash and liquid assets.

Verify by: Docunentation in client's
possessi on, book, Credit Union State-
nment, trust agreenments, affidavits,

etc. Qher: Bank Cearance, Credit

Uni on records, savings and | oan

records, joint bank accounts.

Exception: SSI recipient or non- TANF AU
househol d nenbers' pro rata share of a
hone energy assi stance cash paynent,
based on total persons in househol d,

must not be considered avail able to TANF
unit.

Not e: When a savi ngs account
establ i shed for the purposes of self-
sufficiency is first reported or

di scovered, the agency nust verify the
bal ance and obtain a witten statenment
signed and dated by the custoner. The
bal ance must be verified at application
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TANF MANUAL - PROCEDURES

7/ 03

SECTI ON VI

Facts to be Established

Subst anti ati on and Procedures

VI .

STANDARD OF ASSI STANCE
I N TANF

St andard of Assi stance
(304.1)

Nunber of persons

I n assistance unit

In (302.2)

Total All owabl e I ndividual
Need

(304. 2)

1. Ampunt al | owed for
needs of one individua
in AU

HOLD HARMLESS PAYMENTS
This policy expires 8/31/03.

Determ ne entitl enent
to a Hold Harm ess
paynent .

Verify the anmount of
the followi ng nonth's
Hol d Harm ess paynent.

VI .

STANDARD OF ASSI STANCE I N
TANF

St andard of Assi stance

Identify locality group from
Appendi x 1 to Section 304.

Use figure for number of persons
in AU for appropriate locality
group from Appendi x 2 to Section
304.

For agencies neeting the
standard of need, use
appropriate figure from Appendi x
2 to Section 304.

Total All owabl e I ndividual
Need

1. Di vide the appropriate
standard of assistance by
t he nunber of persons in
the AU to determ ne the
prorata share of each
person in the unit. This
prorata share is the total
al | owabl e i ndi vi dual need.

HCOLD HARMLESS PAYMENTS

A Use the Hold Harnm ess
paynment report to verify
entitl enment paynent.

B. Verify the amount of the
upcom ng check by using
the Hold Harm ess payment.
report.

1. If the amount of the
followi ng nmonth’s
paynment is greater than
t he amount of the
current nmonth’s
paynment, the worker
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SECTI ON VI
TANF MANUAL - PROCEDURES 7/ 03 Page 2

Facts to be Established Subst anti ati on and Procedures

must send a Notice to
Cient of Action
advi si ng the recipient
of the increase in the
unit’s Hold Harnl ess
paynment anount.

2. If the amount of the
followi ng nmonth’s
paynment is |less than the
current nmonth’s payment,
t he worker nust send an
Advance Notice of
Proposed Action advi sing
t he reci pient of the
decrease in the unit’'s
Hol d Harm ess paynent
anmount .
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TANF MANUAL - PROCEDURES

SECTION VI
7/ 03 Page 10

Facts to be Established

Subst anti ati on and Procedures

b

Contri butions from ot her

agenci es or organi zations.

C.

d.

e.

Al'l other cash contributions.

Hone ener gy assistance (cash
paynent s)

Interest in excess of $10

a nonth. (Interest paynents
| ess than $10 a nonth are

di sregarded.)

For boarder, count total received,

| ess the standard food all owance for
one son at 100% per boarder (Table 1
Appendix 2, Section 305). For rooner
boarder, deduct the standard food

al | owance for one person at 100% per
boarder (Table 1, Appendix 2, Section
305), and apply roomrental procedure
to remnai nder.

Total amobunt received, |ess cost, is
i ncome to be counted.

Verify anount and purpose of
contribution through contact with other
agency.

Count in amount received except

di sregard contribution nmade for a
speci al needs itemnot included in the
St andard of Assi stance.

Verify -

Papers in client's possession

St atement of person contributing.
Count in ampbunt received, except that
occasi onal or unpredictable
contributions are not counted.

Verify anount and purpose of paynent

t hrough contact with provider business
or organi zation. Count anount received.
However, if paynent was received by a
househol d that includes individuals

ot her than the TANF AU, including SSI
reci pients, only the TANF AU s pro rata
share, based on total nunber of persons
in household, is to be counted.

Count as income in the nonth received
or anticipated to be received. Verify
anmount anti ci pat ed/ recei ved by
docunents in customer's possession or
t hrough contact with the financial
institution where the account or other
financial instrunment is |ocated.
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| NDEX

07/03

Page 7

SUBJECT

Fr aud

Fugi tive Fel ons
Ful | - Ti me Enpl oynent
Fundi ng

Good Cause/ Non- Cooper ati on

Grant Cal cul ati ons

Grants and Loans to Students

Guar di an
Heari ngs

Hol d Harm ess Paynents

Horme Defi ned

Home Visits

| nruni zat i ons

| mproper Paynments

I ncapacitated Adult/Child Care Disregard
I ncone

Anti ci pating
Babysitting | ncone

Benefits and Services in Lieu of |ncone

Cal cul ating Monthly Income

Counted in Cal cul ati ng Paynent

O Excluded Children

O her Cash Incone

Prospective Determ nations/ Screeni ng
Sel f - Empl oynent

Verification

| ncone - Excl uded Children

SECTI ON/ PAGE( S)

See Intentional Program

Violation
102.1, p. 1
103.2, p. 1

305.3, p. 18-19
100.3, p. 1

201.1, p. la; 201.10, p. 1-6;
Procedures X

Appendix 3 to 305; 901.7, p. 7

305.4, p. 22 & 24a
Procedures VII, p. 4-5

502.7, p. 9
104.1-106.6; 401.5, p. 9a-11

304.1, p. la; 502.1, p. 1,
Procedures VI, p. 1-2

201.5, p. 2-3; 303.3, p. 2
401.2, p. 2f

201.1, p. 2-3

503.1, p. 1

See Earned Income - Disregards
305.3, p. 18

305.1, p. 4-6

Procedures VII, p. 2-3
305.4, p. 45

305.1, p. 6a-8

305.2, p. 12

305.4, p. 34; 401.2, p. 2
Procedures VII, p. 9-10
305.1, p. 1

305.3, p. 14;

Procedures VII, p. la-2
305.1, p. 8-9;

Procedures VII, p. la-2, p. 4-5

305.5
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| NDEX

7/ 03

Page 8

SUBJECT
| ncome Tax Refunds

Income Eligibility Verification System (IEVS)

| EVS Reports
I ncone vs. Expenses

Information to be Gven dient

I nheritances

Inquiry for Information

Intentional Program Violation (IPV)
| PV Di squalification Penalties

| PV Forns

Interest | ncone

InterimReporting

I ntervi ews
Face-t o- Face (Redeterm nati on)
I nt ake

Job Cor ps

Job - Secured Enpl oynent

Joi nt Processing Tenporary Assistance and
Food Stamps (TANF & FS)

Jointly Oaned
Bank Accounts
Real Property
Vehi cl es
Job Training Partnership Act of 1982 (JTPA)
Legal Base
Legal | y Responsi bl e Persons
Life Insurance

Li qui dati on of Assets
See Jointly Omed Real Property

SECTI ON PAGE( S)
305.4, p. 23

402.1
201.8, p. 1b

401.2, p. 2e

401.6, p. 11-13;
Appendix I to 600

See Lump Sum Payments

401.1, p. 1
102.1, p. 1-3; 102.5, p. 3a
102.3, p. 2
102.2, p. 2

305.4, p. 24a;
Procedures VII, p. 10

401.3 H-J
401.3, p.

401.2, p. l-1la

305.3, p. 15; 305.4, p. 23
See Changes - Income;

305.1, p. 9-10

See Single Interview;
401.1, p. la

Procedures V, p. 3a
Procedures V, p. 1l-la
Procedures V, p. 2-2a

305.3, p. 15; 305.4, p. 23
100.1, p. 1
302.7, p. 6; 601.3, p. 4-5

303.3, p. 2;
Procedures V, p. 2a-3

303.7, p. 7-9
Procedures V, p. 1l-la
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| NDEX

07/03

Page 9

SUBJECT
Li vi ng Arrangenents
M nor Par ent

Living in the Hone

Loans

Localities - G ouping
Lottery W nnings

Lunmp Suns

Match Payments

Maxi mum | ncone Chart
Medi cai d
Medi cal Exans
M grant and Seasonal Farm Workers
M ni mum Payment (Non- nobney paynent)
M nor Par ent

Assi stance Unit

Care and Contr ol

Deened | ncome
Fam |y Cap

Li vi ng Arrangemnent s/ Resi dency Requirenents

Protective Paynments

Mot or Vehi cl es
Acquired Wiile VIEW Parti ci pant
Det ermi ni ng the Val ue
Jointly Oaned
More than One Omned
Bel ongs to Soneone El se
Used as Resi dence
Val ue Di sput ed
Val ue Unavail able in Nationa
Aut onobi | e Deal ers Associ ati on
(NADA) Price Cuide

Mul tiple Groups of Children

Need - Total All owable
New Appl i cation Requirenents

New Ear ni ngs

SECTI OV PAGE( S)
201.5, p. 1-5
201.5, p. 3-5
201.1, p. 1; 201.5, p. 2-3;
701.1, p. 1;
Procedures I, p. 4-5
303.3, p. 2b; 305.4, p. 24b
Appendix I to 304
305.4, p. 25
305.4, p. 25-32

304.4, p. 2, 502.1, p.1,
Procedures VI, p. 1

Appendix I to 305

401.7, p. 13

304.3, p. 2
305.1, p. 5

502.1, p. 1

302.7, 5-6

302.7, p. 5-6

305.4, p. 41-43

201.12, p. 7-9

201.5, p. 3-5

201.5, p. 5; 502.7, p. 7d

303.2, p. la-2

901.8, p. 8-8a

303.3, p. 1d-2
Procedures V, p. 2-2a
303.3, p. 1d-2
Procedures V, p. 2a
303.2, p. 1; 303.3, p. 2
303.4, p. 3

303.3, p. 1d

See Assistance Units
302.1; 302.6, p 2-4c;, 401.1, p.

304.2, p. 2
401.3, p. 5

305.1, p. 9-9a
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